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Are  Students  Trained  for  BUSINESS? 

State  Supervision  of  Office  Practice  Courses  pagi  is 


PAGE  11 


at  mosphere  s 


with  IBM! 


...OUTSELL  ALL  OTHER  ELECTRICS  COMBINED! 


Tlumsands  of  schools  from  coast  to  c-oast  have 
swit{‘hc<l  to  IliM  l''J<‘ctric  'r\'|)<‘\Mit«Ts. 

'r<‘ai  hiii^  is  «*asi«*r  on  IhM  IClct  tries.  .More 
stn(h‘iits  can  he  trained  lastcr  — and  />r//er. 
Students  t\|X‘  faster  and  more  aeeurat<*lv  on 
auif  tyiM'writer— even  mamial  — wlien  the\  ha\e 
heen  traiiM'd  on  IlfM  Kleetries.  'I'hat’s  whv  the 
IlfM  I'Jeetrie  is  the  praciu  til  hn\  lor  todas’s 
modern  schools. 


Kverv  day,  mor<*  husiness  olfiet's  are  ^oinj^ 
<‘h*etrie.  To  prepart*  yonr  students  lor  the 
in'st  johs  ol  the  Intnre  — teach  t\pin^  on 
lli\l  I'deetries.  Von’re  .sure  to  t^o  electric  — 
ttuikv  vfire  vt»n  )»o  lUM ! 

Intkhn.mionai,  Ih'siNKss  .Mach INKS  (aiup. 
5!)()  Madison  A\emie,  .\«*\v  ^Ork  22,  \.  V. 


ELECTRIC 

TYPEWRITERS 


j . 


There  is  a  place  for  Money  Management  in  every  class  you  teach 
.  . .  are  you  making  the  most  of  your  opportunity^ 


These  dramatic 
filmstrip  lectures  will  help 
you  teach  money  management 

effectively 

MFC’s  well-edited,  informative  filmstrip  lectures  will  help 
you  dramatize  your  money  management  teaching.  Each 
filmstrip  lecture  is  vivid  enough  to  hold  the  attention  of 
your  students,  practical  enough  to  stimulate  discussion 
among  adults.  The.se  .‘15-mm  filmstrip  lectures  come  com¬ 
plete  with  directions  plus  a  prepared  talk  to  read  as  pictures 
are  shown.  MFC  filmstrip  lectures  are  u.st;d  from  coast  to 
coast  as  effective  aids  in  teaching  money  management,  ’lake 
advantage  of  these  classroom  aids  .  .  .  use  coupon  below  t() 
reserve  the  filmstrip  lectures  yr)u  want  .  .  .  do  it  tf)day. 

- CMOOSe  PROM  TMCSC  MPC  FILMSTRIP  LPCTURPS _ 

!’l«*a8«*  mi*  thi*  followinK  filmHtripH  on  fr«*«*  loan  fur  om*  w«*«*k.  I  will  pay  r«*liirn  poHla|{<‘  I  liavo  liMli*cl  lialfH  al  IoohI 

onp  month  in  advann*  «»f  dato  I  plan  to  hIiow  thi-nr 

llnir  AhiTiiHli' 

WHht«*d  dMlr* 

Hiidftftinn  for  IMti-r  l.tuiufi  (h/tv  'Jft  min.)  _ 

Who!  Is  Your  Shopping  Scorv*  ih/u’  1(1  min.) 

Mnkf’  SrnHi'  with  Your  Clothmn  Dollars  (color  2(1  min .  _ 

How  to  Stretch  Your  Foml  Dollars  (citlor  2rt  min.)  _ _ 

How  to  Use  Consumer  Credit  Wisely  (h/w  2H  min.)  .... _  ^ 

HOlJSKilOld)  KINANCK  COHI'OttA'PION 
CONSOMKK  KOIJCATION  I )KI'AKTM KN  T,  HW-ll-F) 

919  N.  Mirhinan  Avenue,  CtiicHKo  M,  HI. 

Name 
AtU/resh 

('tty  /Mae  State 


Practical  Guidtt  ft  Rtller  Living  ( 

Consumer  Education  Department 


HOUSEHOLD  FINANCE 
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KiiiployiTs’  l'rohl«-ins  Furallrl  Your  Prohlrrns . Cialcii  Stutsniati 

MachiiK's  in  Your  H<N)kk«‘<‘|)iii^  (ilussrooin . /.  li.  Btm  rr 

la-ttrriii)?  for  Y«>iir  BiillHiti  Hoard . /«»«*  F.  Whit<‘ 

Malla^<■llH‘ltt  and  tin-  CPS . Frances  E.  Merrill 

Two  Kahuloiis  SiuntiK-rs  in  tin-  West  Indies . Marie  S.  I)e  Ho.sa 

Mow  to  Siam  Projeet«*<l  insuranee  Costs . William  li.  Hr(tj)hy 

Patients  Who  'J'yiX‘  lh-inote-(>otitroI . ('.race  Fanl 
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Are  Our  Students  B«-inn  Trained  lor  liusiui’ss?-\ .  11 

KediieiiiK  Typing  Krrors  II . Earl  U  .  liarnhart  14 

Mow  State  Su|M*rvision  W'orks— VI . John  E.  Whiteraft  15 


DEPARTMENTS 

Business  Seeiie . 

( •eneral  Biisini-ss  Tests:  3.  Insurance . 
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(ainsiiriier  Training . 

Dictation  Transcript  from  7Wrti/«  Secretary 
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.  .  .  .Inez  Hay  Wells 
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Kdll»r, 

Cmmtultmntt 
r mekm  Uml  IldUmr  i 
K4Uar$i 


WALTin  rowAROS 
JAMKS  BOl.GF.R 
AI  AN  C.  U.OYD 
M.  BROWN 

RORKRT  PARKF.R 
El  F.ANOR  M.  rFRZ 


Ktiitorimi  Atfoclaltfii  ROY  W.  POE 

CHARLES  E.  ZOUBEK 
INEZ  RAY  WHJ.S 
JANE  E.  WHITE 
JOHN  J.  CRESS 
RAMON  P.  HEIMERL 

Cirrulmlian  Mmtimgfr  i  EI.ORENCE  E.  UI.RICH 


■ 


t  C.mmpmtty,  Imr, 

ATLANTA  3— BTOEES  HENRY,  801  RHOnKB-IIAVKRTY  BIJX:.  WALNUT  5778 
CHICAGO  11— RAY  WIEGEIRT,  520  N.  MICHIGAN  AVE.  MOHAWK  4-.5800 
OALLAB  1— JAMES  CASH.  FIRST  NATIONAL  BANK  BLDG.  I’ROSPECT  7-5064 
LOS  ANCFXK8  17— CARL  W.  DYSINGER.  1111  WILSHIUK  BLVD.  MADISON  6-4.32.3 
SAN  FRANCISCO  4— T.  EVANS  WYCIKOFE’,  68  POST  ST.,  IXJUGLAS  2-4600 


HlBINlt*  l’Ot<*IION  WoHIJ> 
la  |»ul»li»hr«l  motilhlf 
t'rfil  July  an«l  AufiiRl) 

by  Ihp  Ptibliahinit  |)iviaion  iif  lb<*  Mi-I»raw- 

Mill  R^Mik  f  hit.,  at  I'kPI  Nublr  Nl., 

PliilaHrliihia  21.  i*a  IMilorial  ami  rBf*«‘iiii%r 

offiera  al  ^  42  S|..  Nrti  \uik  Vi  M  H 

Sn(iniO>  1  tillr.)  Malr.  ami 

aiiiita  fl.lNI  a  %«*ar,  91  IN*  lot  l«»o  vrata,  4.ana<la. 
l*liili|<|Mtira,  ami  all  ollirr  rotiritrira  9.1. .Ml  a 

yrat,  94» 4RI  for  Iwo  yrarw 


4  o|iyii|rhl.  1911,  by  Ihr  Publiahlnc  T)i%iaion 

«i|  ibr  Milfiaa  Hill  lltiok  4  o..  Inr.  Priiilril  In  the 
l'.>  \  *««•<  omi  I  law*  mail  |«rtvilrgra  aulhorlMd 


at  I'hilatJrliibia,  iViiiiaylvauia.  InJriril  In  TAa 
Hutinrti  Intirx  and  Th^  h.duvmttan  index.  ln« 
formation  atol  data  In  the  **HiiBinp«a  Srenr" 
arr  abalrailfd,  «ilh  pprntiaaloD,  from  Buttnnt 
U  rrkg  th**  iiiaRacinr  of  buairit*aa  rirrutlvpa,  anil 
from  rr|M»rla  uf  th«*  Mi-lArar*  Mill  llrpartmeDt  of 
krniiomiia  III  aiaiR»«  WiNU^i  la  alM» 

a^ailabli*  in  a  iiiKrohlm  r<|iti«>n  from  I'nivrraity 
Mii-rohim*.  .Ill  N.  kirai  M.,  Inn  Artiur,  Mirb. 
Aibliraa  ( orrr»|»ondrm  r  rrgarilinir  aubarriptiona 
to  fjr*  Illation  Orparlnirnt.  lltaiNitaa  Koi  i  arioN 
9L<hii.i».  rUPi  Noblf*  M..  Phibnlrlpbia  21,  I'a..  or 
3341  U  .  42iitl  Mrrri,  Nrw  lork  iD,  N.  Y.  S^ttil  In 
both  obi  addrpaa  and  new  addrs^M  wlirn  thrrr  ia 
a  change,  and  allow  four  weeka  for  entry. 


Your  Investment  in 
American  Education  Week 

At  a  TIM  FI  when,  in  so  many 
areas,  parents  are  supplying 
children  for  our  scIkkiIs  faster  than 
money  for  schixjl  facilities,  this  year’s 
theme  for  American  Flducation  Week 
(to  lx*  ohsi-rved  Noveinher  6-12)  — 
“Sclxxils— Your  Investment  in  Amer¬ 
ica”— really  riiiRs  the  scluxil  lx-11.  .And 
it  ring's  loudest  for  hiisiness  teachers, 
Ix-i-ause  (1)  parents  and  relatives  ol 
hiisiness  students  are  usually  con¬ 
scious  of  the  fact  that  the  investment 
is  K'X'iK  to  hring  ri-turus  for  thein 
sixiner  (and,  more  tanj'ihly)  than  it 
is  for  parents  and  relatives  of  students 
enrolled  in  other  courses;  and  (2) 
it  is  easier  for  hiisiness  teachers  to 
.show  hoH  the  investment  will  pay  off. 

Make  It  Visual 

This  is  till*  time,  of  all  times,  to 
fill  the  hlacklxjards  with  shorthand 
and  with  IxxikkeepinK  entries  (not 
for^ettiiiK  the  colored  chalk).  If  us¬ 
able  hiilletin-lKiard  materials  are 
stored  away  in  closets  and  ciiplxiards, 
this  is  the  time  to  make  .sure  the  cup- 
iNiards  are  hare.  Put  the  neat,  well- 
tyjx'd  letters  out  where  all  the 
j^rown-iips  can  see  them— out  in  the 
corridors,  not  just  in  the  classrixims. 
S«*«*  that  the  jxisters  are  exhibited,  too 
—the  ones  tliat  show  yoiinjc  jYeople 
(so  yoiinj'  that  they  are  ohvioiisU 
just  out  of  hij^h  school) -earninc  a 
liviiiR  in  clean,  attractive  offici's. 

lA*t  your  displavs  stress  the  idea 
that  your  students  are  leaminj;  that 
they  won’t  get  along  in  the*  business 
world  unless  they  practic-c*  reliahilits. 
honesty,  c*o-op<*ration— and  most  of 
the  other  moral  cpialities  that  some 
of  the  otJier  c*oiirs<*s  are  often  given 
credit  for  developing.  (If  you  don’t 
hap|X*n  to  he  stressing  these  ipialities 
in  your  classTOom,  he  prepared  with 
answers  for  parents  who  wonder 
whc’ther  you  are.) 

The  Debt  and  the  Investment 

Don’t  ovc*rl<x)k  the  hiisiness  di- 
partment’s  six-cial  adaptability  for 
illustrating  graphically  just  how  the 
schixils  are  an  investment.  F'ac'ts  and 
figures  arc*,  aft(*r  all,  your  stixk  in 
trade. 

V’isitors  nec*d  to  he  made*  conscious 
of  what  they  owe*  th<*ir  schixds.  The 
opjxirt unity  to  show  them  what  they 
arc*  invc*sting  in  is  tex)  gixxl  to  pass 
up.  .And,  so  is  the  op|X)rtunity  to 
invest  in  the  future  of  the  hiisiness 
education  department.— FIorroH. 


BUSINKSS  KDUCATION  WORLD 


TEACHtRS' 

'”cTK.«V-“r..HK 


The  Kiilorhrook  l*cti  (^tinpiiny,  ('Htnili-n  1,  Ni-w  .li-rm-y 
(Ctinlt’Hl  Mfirrh  I,  lUttli) 

I'lcaw  wnil  entry  hliink  and  ruleii  for  the  KMlerltnatk  fir>-KK  Hliorlhand 
(ainleMl,  loKether  willi  copii-H  of  conli-Hl  iiialerial  for  riiy  MiodenlH  I 
umli-rHlanti  there  Ih  to  la-  no  eoHt  or  ohliKation  for  thin  material 


TKACHKK  H  NAMK 


•  8  Handsome  Cups 

•  Gregg-Appfoved  Esterbrook  Fountain  Penstoall  winners 

•  Valuable  Merit  Certificates 

•  Judging  in  4  separate  divisions 

•  Colleges,  Business  Schools,  Public  and  Parochial 

Schools,  and  Private  Schools  eligible 

•  Nothing  to  buy.  No  obligations 

•  Excellent  Opportunity  for  young  job  seekers  to  win 

recognition 


a- 


BUSINKSS  EDUCATION  VVOHED 


NEW 

FROM  THE  ORIGINATORS  OF  THE 
WORKSHOP  PLAN! 

the  Remington 

office  !  desiftned  |  electric 

typewriter  workshop! 

In  the  5  years  since  the 

original  Ileminghin  Workshop 

Plan  began,  favorable  reaction  has  been 

unprecedented.  To  encourage  even 

greater  participation  in  this  realistic  teaching 

program,  and  to  further  narrow 

the  gap  between  procedure  in  the  modern 

Basiness  Education  Department 

and  actual  business  office 

conditions.  Remington  Rand  now  offers 

additional  office-style  features 

at  special  school  prices. 

ttgMntL 

DIVISION  OF  SPERRY  RAND  CORPORATION  ' 


Phone  your  local 
Remington  Rand 
office  or  write  for 

free  literature . . . 


here*s  what  a  minimum 

office  !  designed  | 

workshop  offers  you! 


•  S  New  Remmitofl  Electric  Typewriters  — 

The  typewriters  that  help  students 
learn  faster,  type  faster. 

•  Trainini  in  Electrification  by  Rotation 
for  all  students  in  the 
advanced  typing  classroom. 

•  Development  of  "All  Round"  Typists 
who  can  alternate  between 
electric  and  manual  typewriter 
thanks  to  the  Remington 
Electric's  "Natural  Slope"  keyboard, 
normal  operating  features. 

•  Eiclusivo  Portect  Positionint  Scale 

for  teaching  perfect 
letter  centering. 

•  New  Distinctive  Eiecutive  Type  Styles  — 

Choose  from  over  100 
new  type  faces . . .  new  executive 
type  styles  that  are  proving 
to  be  so  tremendously  popular 
In  business  today.  The  better  looking 
results  possible  with  these 
new  type  faces  will  encourage 
students'  pride  in  their  work. 

•  Colorod  Ribbons  — 

Another  feature  for  better  looking 
typing  results  that  business  Is  taking  to 
with  great  enthusiasm.  (Optional.) 

•  Carbon  Ribbon  Attachmont  on  ono  Typowritor  — 
To  further  enhance  the  appearance 

of  students'  work . . ,  |ust  as 
used  for  executive  correspondence 
In  most  progressive  businesses 
today.  (Optional.) 

•  Eiciting  Now  Typowritor  Coiors  — 

Six  beautiful,  subtle  pastel  shades 
to  make  your  classrooms 
brighter,  more  attractive, 

more  In  keeping  with  the  trend 
in  modern  office  decor.  (Optional  ) 

•  Low  Prico  and  Torms  — 

Special  low  educational  prices..,  taka 
up  to  30  months  to  pay  If  you  wish 


Peirtifiglon  Dol'd.  Room  2IS9 
31.5  Fourih  Aw <000, 

NfW  /ork  10,  N'lw  York 

nUacc  Htnd  irtr  thf  following 
hWmtuT/'  ^t  hecksd) 

Li  ExoC’jiiviY  Type  Folder  (R8685) 

□  Le«t»r  Ceiifering  Simplified 
Folder  (R8667) 

□  Kcw  "STEP"  (School  Typewriter 
riectric  Program)  Kit  (RE8675) 

□  Typewriter  Colon  Brochure  (RE8764) 

□  Carbon  Ribbor.  Folder  IRE8552) 


Sdieel  Norn* 
Addivti _ 


Teui  Ntm*  and  feuileii _ 


NOVEMBEH.  1955 


She  is  prepared  to  transcribe 
this  executive’s  modern  dictation! 


I  lirn*  IH  otic  iti^  ic;iHoii  wliy  tins  sci  ict.iri;il 
laiitlcd  licr  to|>-|ia)  iii)'  |)o.sitioii.  Met  training  iik  liidcd 
lilt*  l)i(  ld|ilioiic  Kiisliicss  i'rat  lu  c  (  .oiiisc  and  slic 
t  allied  licr  ( 'a.<i (ilii  ate  oi  I'lolit  ieiit  \  in  I )i('ta|iiiont 
riMK-MAS  I  KK  iianst  i  i|)lion. 

I'lKlay,  nioie  (lian  e\er  Ir'Ioii',  Ioi ward-tnov  ni)>  exei  - 
nines  and  eoin|ianies  rei|nite  set  letai  les  u  lio  aie  skilletl 
III  tliitalin^  mat  liine  Itaiist  liption.  I  lie)  know  llie\ 
t.ni  lelv  on  set  iel.nies  nsin^  tins  motlein  inelliotl  In 


at t oin|ilisli  nitire,  faster,  with  less  efioit. 

lo  lielp  meet  the  natlonwitle  tiemanti  loi  IIMK- 
M  WIKK  traineil  seerelaries.  I)it  taplitine  (a>r|M>ialion 
oilers  new  ei|m|»tnent  to  st  IiiniIs  for  Iramiii)'  |inr|itises 
on  the  StlitMtl  Kental  at  Caist  IMan. 

Mat  lime  rental  inelntles  the  tomplete  l)ii  laplione 
iiiisniess  l*iat  tit  e  ( .tniise  t  iinsistni^  of  all  Ditfalull  le- 
t  ort  lilies  anti  etlni  ational  at  t  essoi  les.  I  lie  t onise  slittiiltl 
Im*  ofleietl  w  itli  e\er\  n|i-lo-tlate  set  letarial  t  nrnt  nimn. 


oictahmiim  “imi  MAsns 
MAN  I.MIHINI.  MAr  MINI 


^  Sent!  (or  lull  tielails.  Write  l)ii  la|>li<iiic 

(  A>[|Miialioii,  I'.tliii  alioiial  Dimsioii.  I)i'|il  HW-II  '>. 
I'itl  l,e\iiii;n»ii  Axfiiiie.  New  \oik  17,  N.  \ 


MOAi  ':OA^OII*f(OA 


CORPORATION 

BUSIN'KSS  KDIJCATION  WOHM) 
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TYPEWRITER 
TYPE  CLEANER 


%  Pulls  the  dirt  out 
of  typewriter  type 

rither  thon  wash- 

i 

I  Ing  It  into  the 


Flatten  the  putty 
by  pressing  very 
firmly 


Fold  the  putty 
upward  to  origi¬ 
nal  pyramid  shape 


MO  MfSSr  LIQUIDS  to  noil  polxh, 

ipot  or  tpotttr  <lortt*t. 

NO  MAtMfUl  rUMfS  to  <aw<«  h«a<fo<t>*i 
or  <oMi. 

To  mok*  n»al  »rowr»t — jwil  to«<H  tft*  word 
to  b*  troitd,  lud  oill  obtorb  ib*  tvtpLit  inb. 
Tt<«n  •rot*  and  lb*r*  will  b*  no  inttor. 


Special  School  Discounts. 
Teachers  may  write  for  sami 


1 


i 


Note  how  both  key¬ 
board  and  keytopx  are 
xianted  to  fit  natural 
movement  of  finfrersi. 


1 


GRADUATES  TRAINED  ON  BURROUGHS 
CAN  FIND  JOBS  QUICKLY 

'Fo  (Jo  yourHolf,  your 


to  the  addrt'HH  Im*1ow, 

TRAINING  AIDS  AVAILABLE 

HuitoubIih  has  prepared  many  helpful  train¬ 
ing  aida,  haMHl  on  long  ex|KTience  with  office 
methods  and  procedures,  to  assist  t<‘acln*rs  in 
planning  instruction  cours<*s. 

Hurroughs  U?xtl)(M)ks,  practice  work  forms, 
and  other  maU^rials  are  available  to  lM)th 
public  and  private  sch(K)ls.  For  further  infor¬ 
mation  call  your  local  Burroughs  re|)res<*nta- 
tive,  or  wriU?  direct  to  Burroughs  ( !or|)oration, 
Detroit  32,  Michigan, 

**liurroufrhi4*'  himI  ir'*  urt*  lraii<*-rruirkii. 


sch(M)l  and  students  a 
favor,  call  your  nearest 
Burroughs  office  for  full 
information.  Or  write 


For  any  8ch(H)l  with  business  machine  classes, 
that  headline  statement  is  mighty  im|S)rtant. 

First  of  all,  it’s  a  fact.  In  thousands  of  com¬ 
panies  using  Burroughs  machines,  the  men 
who  do  the  hiring  have  a  definite  preference 
for  Burroughs-trained 
o|)erators.  And  second, 
it’s  a  tip-off  that  when 
(  ^  you  train  your  students 

Burroughs  way  you 
make  it  easier  for  them 

f 

to  find  g(M)d  jobs. 

You  make  it  easy  for  your  8ch(K)l,  t<sj.  Kasy 
to  t^ach.  Burroughs  machines  are  so  simple 
in  design,  so  highly  automatic,  and  sr)  easy  to 
use,  that  students  like  them.  What’s  more, 
they’re  so  durably  built  that  you’ll  get  more 
use  out  of  them— with  remarkably  low  main¬ 
tenance  cost. 


now... 
erase  errors 
magnetically 
as  you  DICTATE 

with  the  new 
Comptometer  magnetic 
dictation  machine 


Hero  i.s  the  Kieatesl  improvement 
in  dictation’s  68  year  history!  Dic¬ 
tate  as  easy  as  talking*.  Make  an 
error —  re- word  a  phrase?  It’s  no 
prohlem.  Simply  backspace  an<l  re- 
dictate  the  new  or  correct  thc)Ui;ht. 
It  is  recoriled  as  the  old  erases  it- 
sell,  mannetically..  You’ll  hand 
y«jui‘  secretary  perfect  dictation 
she  will  transcribe  fasterand  better. 
Only  magnetic  dictation  nives  you 
this  new  freedom  and  simplicity. 


YOU  ARt  INVITfO  TO  TRY  THtS  Yf  ARS  «H(«D  COMPTOMETER 
IN  A  TREE  OFFICE  TRIAL  OR  DEMONSTRATION 

DICTATION'S  ORCATEST  TRIUMPHI 
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Complomnlpr  Oictolion  Division 
Foil  A  Torronl  AAEg.  Co. 

170$  AAocthfiold  $1,  Chicago  22,  lllinoi* 
Grntirmrn  Without  any  cott  or  obligation 
pirate*  arrange*: 

n  fUtf  DEMONSTRATION 
'  FREE  10  DAY  TRIAL 

[~)  Srnd  coenplrlr  inloimnlion 


NAME 


TITLE 


COMPANY 

ADORiSS 

City  county  state 


RE-USABLE  BELTS 
NEVER  WEAR  OUT 

Complometer't  Erate-O- 
Malic  belts,  made  from 
miracle  Mylar*,  con  be  re¬ 
used  thousands  of  times-o 
tremendous  economy  feo 
ture.  They  ore  renewed 
mogneticolly,  in  just  three 
seconeft,  without  removing 
from  machine. 

HI-FI  VOICE 
REPi^ODUCTION 

Comptometer's  magnetic 
dictation  meont  high  fidel¬ 
ity-true,  authentic  repro¬ 
duction  of  your  voice, 
making  it  easier  to  under¬ 
stand  for  foster,  more  per¬ 
fect  tronscription. 

•  DU  rohi  s  iiieDivtio 
lOS  IIS  fOL»ISIIII  HIM 


The  new  Comptometer 
DictAlion-Trariscription  Machine, 
the  world  famous  Comptometer 
Adding -Calculating  Machine,  and 
the  new  Comptograph  lO-key 
Calculating-Adding  Machine 
are  products  of  Felt  ft  Tarrant 
Mtg  Co  ,  Chicago  ?2.  III. 


Combination 
Dictation  -  Transcription 
Mactslna 


10 


Bl'SlNKSS  KDt'C.VnON  VVOHI.D 


Are  Our  Students 

i’ 

Being  Trained  { 

for  Business? 

1  '  •»  '  '  .• 


■I  \  -  ,- 

A  ROUND-TAbLE  DISCUSSION 

I  ‘ 


IN  MID-SKI* I'KNIBKH,  Bijsi.nkss  Kiu  caiion  VV'ohi.o  lieUl  tioit.  Tlu*  «»llu*r  partitipaiits,  all  slall  iiK'iiilicrs  oi  llu-  (•ri'KK 
a  roiiiicl-taBk*  (listiissioii,  in  an  atti‘in|)l  to  learn  to  what  l*iihlislhnK  Division  of  Me(iraw-llill  Book  (Company,  were 
extent  t<»day’s  business  f'racinates  measure  np  to  the  stand-  Alan  Lloyd  (director  of  lypewritiiiK  insirnctional  services 
ards  business  sets  f«>r  its  new  employees.  Of  tbe  nine  quests  and  editorial  consnltant  to  BKW),  Mrs.  Cilandia  (iarvey 
participatiiiK,  ei^bt  were  sii|H‘rvisors  of  office  training  for  (manager  of  supplies),  and  Waller  K.dwards  and  James 
business  firms— four  from  public  utility  companies,  one  from  Bolder  (piiblisber  ami  editor,  respectively,  of  BK.M'). 

a  rubber  company,  oik*  from  a  firm  of  business  consultants.  Hie  discussion  was  recorded,  in  its  entirety,  on  tape, 
one  Ironi  a  distiller,  and  one  irom  a  publisher.  All  but  one  and  the  article  that  follows  lonsisis  of  remarks  taken 
ol  ibeni  are  members  of  tbe  'I  ranscriplion  Sii|)ervisors  serbatim  Irom  tbe  recordiiiK-  K.acli  speaker  is  idenlilied 
Assm-iation  of  New  York  (aty.  The  ninib  iht"  bead  of  only  as  a  “Supervisor”  (a  Kiiest)  or  an  “Interviewer"  (a 

an  eniplovnient  agency,  is  also  a  member  of  tbe  Assm-ia-  member  of  the  fircRK  orKani/alion). 


iMHivn  vvKH;  I’d  like  to  bcKin  by 
saying  tli.it  wc  ilclibcratcly  have  not 
drawn  ii|)  any  specific  list  ol  (picstions, 
but  will  try  to  keep  tbe  discussion  in 
i'eueral  teiins.  I  would  like  to  throw 
out  the  ipiestioii:  Are  our  sdiools, 
particularly  our  bi^b  schools,  doin^ 
.111  .ideipiate  job  in  business  training? 
Would  anyone  like  to  |)iek  it  up  from 
that  ver\  neneral  point? 

Si'i'i.iu  isoK:  Speaking  fioin  my  ex¬ 
perience  as  both  a  former  employ inent 
worker,  and  now  a  supervisor,  I  would 
say  there  is  at  least  soinetbiiiK  lacking 
in  tbe  preparation  for  business  in  tbe 
bid'll  schools. 

Kr.;  And  wb.it  are  those  tliinns  tb.it 
.ir**  l.tckin^? 


1  I 


.Sci*.:  Well,  we’re  supposed  not  to  be 
too  specific,  but  I  feel,  .it  least,  that 
they  baven’t  b«*en  developed  to  the 
point  that  wc  need  for  ^iHid  results. 

I\T.:  I  bat  is,  not  enoud>  sbortbaiid 
spi'cd,  not  eiioij^b  typing;  speed  .  .  .  ? 

Si'i'.:  I’m  talkiiifj  not  so  mucli  about 
sp«*ed  as  standards  of  peilorm.inee 
For  instance,  a  typing  student  eoinin^ 
to  us  very  frequently  b.isn’t  le.irned 
bow  to  change  a  ribbon  on  a  tyite- 
writer.  .Sfie  hasn’t  been  trained  in  the 
use  ol  carbons,  knows  nothm({  about 
it.  She  diM'sn’t  know  bow  to  m.ike 
corrections— in  the  machine  or  out  of 
the  macfiirie-how  to  put  the  ropies 
back  in  and  ^et  tlic  lettei  ri^ht  where 
it  belon)(s.  We  do  know— of  course. 


I  ^o  (|uite  a  lon^'  way  bai  k  in  my  ex- 
perienee-that  the  .New  Voik  .Stale  re 
qniremeiits  for  shoith.ind  speed  ate 
lower  now  th.in  they  used  to  be.  (!ui 
renlly,  the  requirements  lor  Be^enls 
are  SO,  wlieicas  they  used  to  be  100 
to  I20  words  a  minute.  Now,  .i  ({ill 
who  (.III  l.ike  1(K(  to  120  words  in 
school  dict.ition  (  .iiinol  t.iki*  our  tech 
nie.il  kind  of  dict.ition  .inywheie  neai 
lh.it  rate  of  s|)eed.  She's  ({ol  to  brin({ 
it  up.  We  have  a  ti.iinin({  |)ro({r.im  in 
whit  h  we  ({eiierally  h.ive  to  take  those 
({iris  back  to  ■’>()  words  a  minute,  and 
work  them  up  Irom  llieii*. 

I.NT.:  Ill  a  nutshell,  they  just  don’t 
have  enou({h  skill? 

Si.'i'..  riiey  haven’t  become  suffieiently 
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iu.‘cuK(oin(Hl,  we'I)  assiinu;,  tu  taking 
clic-tutioii.  They  haven’t  seen  enoug)i 
of  tlieir  outlines;  it  hasn’t  b<‘<'ome  siif- 
Hciently  habitual  with  th«in. 

Sup.:  They  can’t  spell  the  outline  for 
a  word  they’re  not  familiar  with.  An¬ 
other  thing  we  find— and  this  is  quite 
M'rioiis,  in  our  work,  anyway— is  that 
they  have  iM'coine  careless  alnxit 
putting  in  the  small  words,  the  ar¬ 
ticles.  'I’hosi-  "a”s  and  “the’’s  ar<‘  very 
ini|)ortant.  They  don’t  ki»»w  what 
they  have. 

I  NT.;  You  think  they  haven’t  had 
enough  actual  dictation  practice  in 
schiN>l-  t(M)  much  theory— or  .  .  . 

Sup.:  I  don’t  think  th<*y  know  their 
thvortf  well  enough,  to  lM*gin  with. 
We  hud  we  have  to  help  them  with 
their  theory  when  they  tsmie  to  us. 

Sup.;  Now,  thos«‘  are  sjKfifics.  The 
generalities— I  think  there’s  more 
trouhlf*  when  you  deal  in  those.  When 
you  go  iM'vond  your  scIkn)!,  the  stu¬ 
dents  who  csime  to  us  have  a  lot  to 
learn  alrout  accH'pting  and  assuming 
res|Minsihility.  Now,  as  I  say.  I’m  not 
sure  that  that’s  the  sch<M)rs  responsi¬ 
bility.  Also,  they  don’t  read  enough 
to  Im*  familiar  with  go(Ml  Knglish. 
Again,  I’m  not  blaming  the  schools. 
'I'hey  watch  television,  they  Unrk  at 
the  funnies,  or  they  m<‘inori/.e— things 
like  that.  They  d«)n’t  seem  to  know 
the  written  word  any  more,  and  they 
don’t  know  much  about  grammar. 

.Sup.:  We’re  trying  to  tell  the  teach¬ 
ers  what  business  is  requiring,  and 
th<*  average  dictator  dictates  l)etwe<^n, 

I  should  say,  HO  and  H.5  words  a  min¬ 
ute,  And,  if  a  girl  is  only  ri'quired 
to  take  shorthand  at  HO  words  a  min* 
ute  when  she  comes  into  business— 

Int.:  That’s  the  minimum  passing— 
that’s  your  D-minus  student. 

Sup.;  Yes,  but  most  of  them  accept 
that  as  a  imximum\  and,  when  you 
put  them  at  a  desk,  they  can’t  take 
njore  than  .SO  worris  a  minute.  They 
Ireeome  frustrated  on  Ure  job  In^cause 
they  aren’t  able  to  handle  it.  I  think 
that  is  one  of  the  reasons  why  we 
have  so  much  lac'k  of  interest  on  the 
part  of  these  young  |M*<»pIe.  Now,  I’m 
not  blaming  tlu*  schools;  but,  sinc'f* 
we  acknowledge  Uiat  many  of  thes«* 
girls  txrme  from  a  lower  economic' 
level,  then  I  should  think  it  would 
Im-  more  nect-ssary  than  ever  to  get 
this  .skill.  If  a  girl  is  the  tyiM-  who 
can  only  transcrilM!  what  she  hears, 
she  must  have  her  skills. 

Just  this  morning  I  had  a  c-om- 


plainl  irotii  a  gentleman  to  whom  we 
had  s«-nt  one  of  our  June  graduates 
as  a  relief  stenographer.  His  secre¬ 
tary  was  on  vacatioti.  The  girl  was 
hired  as  a  stenographer.  She’s  lM?en 
in  the  group  and  has  had  training 
during  July,  August,  and  part  of  Sep- 
temlM-i,  And  he  called  not  m«*,  but 
my  supervisor,  and  said  that  the  girl 
I  s<-nt  can’t  take  dictation.  Now,  his 
dictation  is  not  twhnical— he’s  not 
an  engineer.  It  would  Im*  what  1 
would  consider  simple  commercial  dic¬ 
tation.  And  she-  had  trouble,  even 
on  a  relief  basis. 

Int.:  Have  you  found  that  a  girl  c-cjm- 
ing  back  from  a  relief  assignment 
will  often  say,  “Well,  it’s  not  my 
lack  of  skills,  but  it’s  his  dictation,” 
or,  “It’s  his  voic'c,”  or,  “He  mumbles’’? 

Sup.;  Well,  that’s  im|K)rtant,  t(H). 
Some-  dictators  are  Ix-tter  than  others. 

Int.:  Hut  what  I  meant  is,  she  should 
accept  the  blame,  instead  of  blaming 
it  on  everything  else*. 

.Sup.:  May  1  ask  a  cpiestion?  In  the 
high  schools  tcxlay,  when  are  they 
teaching  shorthand  and  typing?  Is  it 
in  the  first  two  years,  or  the  .second 
and  third  yc-ar?  Some  of  tlie  students 
I’ve  .si-en  from  panK'hial  schends  tell 
me  that  they  get  their  courses  in  the 
first  tw(»  years,  rh<-y  don’t  have  them 
in  the  third  and  fourth. 

Int.:  You’ll  find  a  lot  of  variation 
there,  and  also  in  |M-riod  length. 
Scjme  sch(M)ls  have  4()-minute,  .soim* 
have  4.5-110111^0-,  some  have  half-hour 
|M-riods.  You  can  get  people,  from 
( ,'onnecticut,  where  they  have  45- 
lutnutr  {M-riods  and  scIkkiI  is  out  at 
OIK-  o’cloc'k.  Thc-re  an-  all  different 
.kinds  of  patterns.  It’s  very  difficult  to 
gt-iK-rali/e.  But  tht-re  is  a  moveim-nt 
to  start  shorthand  and  typwriting  in 
the  eh-venth  year,  so  that  they  gc-t 
the  .sc-c-ond  year  of  shorthand,  plus 
tran.scription  and  st-crc-tarial  practice, 
in  tin-  last  year.  It  will  probably  take- 
them  up  to  thr<-e  or  four  years  be¬ 
fore  they  can  change-  all  the  new 
students  c'oming  into  a  program  and 
s-till  handle-  the  teacher  schedules, 
cla.ssnNmi  facilities,  and  so  on. 

Int.:  I’e-rhaps  we  could  talk  alxmt 
whethc-r  the-  schcxils  would  lx:  well 
advis(-d  to  pay  more-  attention  to  skill 
subjects,  from  the  jxiint  eif  view  of 
giving  tlx-in  more-  time-— actual  pericxi 
h*ngth— and  sacrificing  some  of  the 
other  courses,  such  as  prcx^erlures 
courses,  Anylxxly  have-  any  ideas  on 
that  asi>ect?  In  other  words,  are  these 


skills  much  more  im|X)rtaiit  than  any 
otlu-r  factor? 

Sup.:  We-ll,  tlx-  otb«*r  rlay  I  asked  one 
of  our  girls  just  what  she  had  learned 
in  high  scIkm)!,  and  what  .she  could 
have  eliminated  that  would  have 
hel|X‘d  her  in  business,  and  she  said. 

“I  m  not  tlx-  least  bit  intert-sted  in 
music.  Why  did  1  have  to  take  music? 
What  1  really  needed  was  s)M-lling. 
grammar,  punctuation.”  That’s  what 
they  should  have  stresserl— not  so 
much  history  and  music. 

Int.;  Unfortunately,  they  appreciatt- 
that  in  restrosixx-t.  Hut,  at  tlie  time 
—if  you  have  ever  tried  to  teach 
punctuation  and  spelling  and  so  forth 
to  the  boys  and  girls  (that  low'cr  teen¬ 
age  group)  right  in  the  classrixmi,  you 
know  that  you’ve  got  to  slug  them 
with  a  hammer  to  get  them  to  listen. 

Sup.:  I  think  that’s  where  mon-  coun¬ 
seling  of  students,  as  s(X>n  as  they 
start  high  scIkxiI,  would  help.  Let 
them  know'  what  is  expected  in  busi¬ 
ness.  Tell  tlu-m:  You  can  select  this, 
and  you  can  tak«-  that.  Why  d<x-sn’t 
someone  sit  down  and  try  to  evaluate 
and  understand  the  personality  in 
front  of  bill),  and  ask  that  person: 
“Well,  now,  just  what  is  it  you  want 
to  do?”  Don’t  let  tlu-in  have  their 
way— tbev’re  only  children. 

Int.:  la-ss  than  five  per  cent  of  guid¬ 
ance  c-ounselors  have  ever  Ix-en  busi¬ 
ness  pt-ople  or  business  t<*achcrs. 
They’re  usually— just  by  the  law  of 
averages— Knglish  teachers,  history 
teachers,  and  scit-nce  teachers.  They 
don’t  hum  what  g<x*s  on  in  business. 

Sup.:  .\nother  problem  in  regard  to 
counselors  is  that  counseling  usually 
isn’t  their  main  job.  teacher  dix-s 
that  on  the  side,  and  she  has  to  fit 
it  in  with  her  regular  teaching  jiro- 
gram. 

Sup.;  ’I'Ik-  scIkmiIs  really,  I  think,  do 
neeil  more  rer-ognition  of  the  impor¬ 
tance  of  comuseling  and  guidance;  and 
more  dignity  should  lx-  given  to  that 
|xisition.  It’s  more  or  less  a  side  issm* 
in  many  of  tlu-  sr-hools. 

Int.;  Believe  me.  New  York  C^ity  is 
•loing  a  great  job  in  that  regard,  Ix-- 
cause  N<-w  York  City  high  sc'hixils  at 
least  have  persons  who  have  to  takc 
some  counseling  courses  in  universi¬ 
ties,  and  really  have  some  back¬ 
ground. 

Sup.:  Try  to  get  in  touch  with  a 
cmin.selor— “She’s  in  class  this  ix-riod,” 
“She  won’t  lx*  free  until  such  and 
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such  a  tiinr.  ’  And  uc  also  find  that 
many  of  tlu*  applicants  who  come  to 
us  have  hypasswl  their  counselors 
entirely— never  had  any  contact  with 
them,  In-caiise  they  were  not  avail¬ 
able.  She  d(M*su’t  seek  tfie  student;  tlie 
student  has  to  se«-k  her— duriun  soin«‘ 
limited  p<‘riod. 

Int.;  How  much  time  do  you  think  it 
would  Im-  reasonable  to  expect  that 
child  to  s|)<*nd  with  someone  who’s 
){oinK  to  counsel  tiim  or  her  on  lier 
career,  course  selection,  ^ettiii}'  a  job, 
and  tfie  tilings  that  fall  to  a  coun¬ 
selor? 

Sui*.:  .\  couple  of  hours,  at  least, 
during  each  semester,  on  a  regular 
intcTview  basis,  asking  all  kinds  of 
(piestions. 

1\T.:  Twenty  minutes  ever\  report- 
card  |)eriod,  you  mean,  or  a  whole 
solid  hour? 

.Si’i'.:  A  solid  two  hours  is  my  imme- 
diat*'  estimate  on  it— ever\  semester, 
thoiiKli. 

Sri*.:  I  say,  tin*  first  mouth.  It  would 
Im'  very  im|)ortant  to  sit  down  and 
find  out.  just  how  do  you  like  steiiog- 
ra|)hv?  .Mayfu*  you’d  fie  much  lietter 
off  in  fiookkeepiun.  .Mayfie  you’if  fie 
better  off  ill  clerical  practice. 

Ini.:  I  was  trying  to  point  out  tbe 
si/e  of  the  prolilem.  Let’s  ^et  every¬ 
body  ill  oil  tins,  sball  we? 

Sri*..  I  feel  it  sfiould  be  more  often 
tliaii  tfiat.  I  would  sav  two  liours  tin* 
first  inoiith-mavlie  one  fiour  tfie  tfiird 
mouth 

Sn*.:  I  woiihl  say  .it  least  live  hoiiis 
witfiiii  the  first  six  moiitlis. 

Sri*.:  Well,  I  would  say  it  is  more 


important  to  devote  moie  time  in  tlie 
fiist  year. 

I  NT.:  So,  flow  mucli  in  tfie  lour  years? 
Talkiiiyi  now  about  tfie  average  cliild. 

Sri*.:  I  would  say  one  liour  jier  sr-in- 
r*ster— that  would  Ik*  einfit  fiours. 

Sill’.:  I  think  alMiiit  a  week  a  year. 

( h'oiir  other  .vupert  i.vor.v  ailiociitv  tin 
tiUoii  anre  of  /u  e/t  e  ftours’  total  time 
for  the  four  years.) 

Int.:  If  we  put  tlie  figure  at  ten 
liours,  and  you  liave  dOO.DOO  studi’iits 
ill  New  York  liinh  scfiools,  you  liave 
tfiree  million  fiours.  Divide  tliat  liy, 
roiij'lily,  a  dO-lioiir  scIkkiI  work  w<*ek. 
You  iie«‘d  1(),(KM)  — 

Si:i*.;  Of  course,  we’re  talking  afrout 
wliat  woiilif  f)e  i(i4’al. 

Sri*.:  Don’t  you  tfiiiik  that  tli.it  isn’t 
necessary  for  every  student?  I  sfiould 
tliiiik  it  would  Ire  advisafrie  to  watcli 
tlieir  records;  and,  if  tfie  marks  drop¬ 
ped,  tlien  Ko  and  .seek  out  tliose  per¬ 
sons  wliose  marks  are  not  up  to  par 
.111(1  try  to  evaluate  wlietlier  or  not 
their  aptitudes  perfiaps  lie  in  a  differ¬ 
ent  diri'ction  alton(*tfier,  or  whetfier 
tlu‘y  are  liaviii^  liome  difficiiltii’s. 

Ini.:  One  of  the  great  difficulties  is 
tlie  counselor’s  iiiafrilitv  to  do  aiiy- 
tliiiig  oiici*  tlie  t(‘riu  lias  begun.  Kor 
five  years,  I  '^'ks  froys’  counselor  in 
.1  high  scfiool  ill  lY'iiiisy  Iv.iiii.i,  .uid 
along  afrout  tlie  (‘iid  of  tfie  first  six 
weeks  I  knew  wliiefi  iMiys  were  fore- 
(ItHimed.  I  hey  were  going  to  fail  siifi- 
jects— but,  tlieii,  what  were  voii  going 
to  do  with  them?  I  fie  counselor  makes 
tfie  effort  to  lii’lp  the  yoiingstei 
norm. illy,  to  iii.ike  the  .i(l|ustnient  to 
the  learning  situation  th.it  he  must 
force  his  way  through  bcc.iiise  he 


was  dropping  from  tliLs  t'ourse,  and 
tliis,  and  tfii.s— it  was  t(M>  late  for  him 
to  start  anotfier.  'I'fiis  suggests  tliat 
tlie  more  we  can  do  lK*fore  tfie  young¬ 
sters  get  in  very  deep— frv  catcliiiig 
tliem  in  junior  liigli  si'liool  witli  apti¬ 
tude  ti’sts,  interest  inventories,  and 
tilings  lik(‘  tliat  tlie  more  effective 
it  would  Ire— better  tlian  just  ruling 
field  oil  tlieiii  as  tfi(*y  get  into  tlie 
cl.iss(*s. 

Si’i'.:  Isn’t  it  true  tliat  mo.st  of  tlu* 
viK’atioiial  counseling  is  done  in  tbe 
senior  year?  My  tlu’ii,  it’s  tiwr  lati*. 

Int.:  That’s  right.  \’ery  little  change 
can  Ik*  made,  within  tlu*  public  school, 
ill  care(*r  training  att(*r  tlu*  start  of 
the  elrventh  y<*ar.  B(*for(*  that  th(*r(*’s 
still  il(*xibility. 

Si'i*.:  .Ar(*ii’t  ability  ti*sts  given  to 
pre-higb  sebool  stud(*nts? 

Int.:  Iii  a  gr(*ut  many  schools.  Rut, 
you  s(*<*,  that  is  consid(*ri*d,  philo¬ 
sophically,  tlu*  function  of  a  junior 
high  school,  rhi*  jiinioi  high  scIkhiI 
is  a  sorting  h*V(*l  of  (*ducatiou  ratlu*r 
than  just  a  p<*dagogic  oiu*. 

Si  I*.:  'riieii,  if  joliii  Doaki*s  d(*cides 
III*  wants  his  son  to  be  a  doctor,  you 
can’t  stop  him  from  taking  that 
coiirsi*,  whctlu*r  he’s  (|ualifii*d  for  it 
or  not? 

Ini.:  ^oii  put  your  lingei  on  it.  .\nd 
when  you  get  a  bunch  of  connselois 
(  ( 'initiuaetl  on  imue  .itt) 
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2.  Errors  made  after  shifting 


I'" 


Tn’INC;  ii  wroii^^  l<*lt«T  «»i  cli.irat'  In  srvoral  tlioiisaiiH  typists,  art*  rr- 
tcr  rrsiilts  from  a  liaiul  and  or  cordod,  any  individual  pc(-nliariti(*s 

linm*!  inov«*nnMit  tliat  atlivat«-s  a  ki*y  tliat  minlil  i-ansr*  rTrors  liocomo  insijj- 

iIm'  typist  did  not  intend  to  stroke.  nilieant.  .An  analysis  ol  mass  data  may 

I'lilil  llie  eanse  lor  a  speeifie  nnin-  reveal  llie  causes  ol  tlie  «Trors  miidr- 

leinlerl  key  stroke  is  diseovererl,  the  hy  the  averane  typist,  then  learnmt' 

teacher  cannot  dr-vr-lop  a  teaehiny'  exercises  to  help  in  avoidin^  these 

proei‘dnr<'  lor  prexentin^  a  repr-tition  kinds  ol  errors  can  he  most  meted  and 

ol  that  kind  ol  eiror.  When  many  used  elieetively. 


le-tte-r  r-rrors  ol  the-  satin-  kind. 

> 

’y 

ol  the 

le-tte-r 

r-rrors  n-- 

Left-Hand 

Substitutions  to  the 

Left 

Letter  iiileiirlerl 

r|  w 

V 

r 

t 

Letter  siibstitiiterl 

M 

t‘ 

r 

NiimlH-r  of  siibslitiilioiis 

189 

927 

81:1 

1488 

I.etler  intenrlerl 

a  s 

rl 

f 

K 

Letter  siibstitiiterl 

a 

K 

rl 

f 

NiimiM-r  of  siibstiliitions 

1812 

KMil 

.1?»4 

588 

Letter  intended 

Z  X 

c 

v 

b 

Letter  substituted 

7. 

X 

c 

V 

\iinilM‘r  of  substitutions 

188 

292 

488 

ItMtl 

eorderl  in  I).  I).  la-ssenlx-rry’s  Error 
('hart  indieat<‘s  that  failure  to  return 
tin-  finm-rs  to  their  base  k<*ys  alter 
shifting  or  returning  th«-  earriay'i*  is 
tin-  sr-eond  most  potent  eaus«*  for  l«*t- 
ter  errors.  After  all  the  errors  due 
to  suhstitutiny'  a  lett<-r  to  the  left  of 
an  intended  letter  on  the  leitdiand 
half  of  tin-  k(-yhoard  are  tal)ulat<-d  in 
keyboard  order  (as  in  tin-  tabh- 
Im-Iow),  tin-  r«-ason  for  tin-  sr-eond 
lary^est  numln-r  of  l«-tt«-r  errors  se«-ms 
apparent. 

What  the  Tabulation  Shows 

This  table  reveals  that  8,257  <-r- 
rors,  or  IT  pc-r  ei-nt  of  the  84,918 
errors  tabulated,  were  <hn-  to  keys 
In-in^  struck  to  tin-  left  of  the  oin- 
int(-nd<‘d  to  In-  strokr-d  by  a  left-hand 
finur-r.  A  similar  table  of  substitu¬ 
tions  on  the  riy'ht-hand  side-  of  tln- 
keyhoard  indicates  that  8  per  e<-nt 
of  all  tin-  n-eorded  «-rrors  wer«-  dm-  to 
stroking  kr-ys  to  tin-  rinht  of  tin-  mie 
intend(-d  to  be  strok<-d  by  a  rif^ht- 
hand  finy'r-r.  In  other  words,  a  total 
ol  21  pr-r  e<-nt  of  all  tin-  <-rrors  tahu- 
lated  in  tin-  Error  ('hart  resultr-d  from 
kr-ys  In-in^  stroked  In-fore  tin-  hands 
and  or  finyrr-rs  had  br-r-n  rr-tnrin-d  to 
tin-ir  basi-  positions  after  haviny'  In-r-n 
movt-d  outward  to  dr-prr-ss  a  shift  kr-y 
or  to  swinyr  tin-  earriay;r-  rr-tnrn  l<-v«-r. 

I  This  artieir-  deals  only  with  tin-  shilt 
iny;  opr-ration;  in-xt  month's  .ntieh- 
will  discuss  tin-  c-arriayri-  rr-turn.— 
Kdi  ioh.]  Obviously,  l(-arniny{  exr-rcisr-s 
must  In-  iisr-d  to  briny;  tin-  hainls  and 
Ol  finy;(-rs  back  to  thr-ir  basr-  positions 
In  !orr-  strokiny;  a  h-ttr-r  kr-y.  (Of  tin 
snyryTi-str-rl  r-xereisi-s  that  follovx,  not 
all  may  tn-  praetir-al  in  your  |)artieulai 
( l.issrinnii.  t’st-  as  many  as  your  stayje 
-if  kr-yboa  il  intind  irtion  pr-rmits.) 

Ibc  Comple*^)  Movement 

'i  o  In-  most  •-•1fH-tjvr-,  the  first  <-,\r-i 
<  isr-s  tor  fixiny:  tin-  hahit  of  rr-turniny' 
tin-  h.mil  anri  or  finy'i-rs  to  thr-ir  hasr- 
inisitions  after  pushiny;  rlowii  a  shift 
kr-y  should  In-  basr-ri  on  makiny;  a  r-om- 
pletr*  shiftiny;  movr-nn-nt.  I'his  in- 
<-hnli-s  (  I  )  a  strokr-  on  its  base-  ke-y  h\ 
tin-  shiftiny'  little  finyer-r;  (2f  a  swiny; 
elown  by  a  littlr-  finyei-r  to  di-pre-ss  tln- 
shilt  kr-y;  (T)  a  rr-turn  to  its  base-  ke  y 
by  the-  shiltiny;  linyee-r  anel  a  stroke-  on 
its  base-  kr-y;  anel  (4)  a  re-tnrn  to  the-ii 
basr-  keys  by  all  the-  otin-r  finyie-rs  ol 
the  shiftiny;  haiitl  that  wr-rr-  move-el  off 
tIn-ir  basr-  keys  to  hvlp  in  the  shiftiny; 
movement, 

(.’orreet  typiny;  ol  a  capital  le-tte-i 
(Continufd  on  pasn  d2) 
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BUSINESS  EDUCATION  WORLD 


Improving  Instruction 

in  OFFICE  PRACTICE 

through  State  Supervision 

JOHN  E.  WHITCRAFT,  Associate 

of  hii'inc/  At'd  [ji'lnbutKf  Prlu' <)'ion,  Npw  YorP  Smo-  ,  fji.ir'rretit  if  f  (lu.  <itii  iC 


The  need  for  more  and  better 
training  in  office  practice  has 
been  recognized  by  leading  busi¬ 
ness  educators  in  New  York 
State  for  more  than  50  years. 

Wliilr  llif  iMT<l  i(»r  tiioic  training 
for  tilt*  c-lcru-al  aii<l  hiisiiicss-iiiacliiiio 
<K'('U|)alioiis  liad  Ih-cii  rcco^iii/.cd 
oarly,  only  a  l«  u  mIiooIs  liad  dovi  l- 
<ip<-d  special  courses  in  oilicc  piactiec 
l)cf<ire  192.>,  when  less  than  SOO  sln- 
dcnts  were  enrolled  in  the  entire 
state.  It  is  interesting  to  note;  that 
the  larKest  enrolhnent  at  that  time 
was  in  the  junior  hi^h  scIkmiIs. 

I'ntil  1950,  there  had  Im-cii  no  at¬ 
tempt  to  sp«-eifv  a  nnilorni  scope  and 
seipienee  for  the  ionrse  in  olfiee 
l)ra<-tiee.  In  that  year,  a  new  state 
syllahns  was  distrihnted  to  the  schools. 
It  outlined  the  minimiini  essentials 
lor  the  course  for  Henents’  credit  ap 
])roval  and  attempted  to  «‘liminate 
some  of  the  eonfnsion  that  existed 
o\er  the  definition  of  terms.  I'.utly 
lM-<  ans<*  the  term  “«»fliei‘  prat  tiee"  had 
l>een  used  in  this  state  for  so  many 
years,  and  partly  Iweanse  there 
seemetl  to  he  a  si^nili(  ant  tliflerenee 
in  tht*  thinkiiifi'  of  hnsiness  teachers 
in  New  York  re^tardin^  the  natnie  anil 
content  of  the  course  in  rh'rinil  prac¬ 
tice,  it  was  decided  to  eontinne  to 
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e.dl  the  eoinse  “office  piaelice”  \n  hen 
it  conformed  to  this  definition; 

Office  praeticf*  is  defined  hto.idly 
in  the  new  sylhdms  to  me.m  one  or 
more  courses,  consisting  prinei|),dly  of 
olfiee-niaehine  training  lint  inehidin)' 
some  cleiital  ti.iinini'  and  filing  in- 
stint  tion,  to  he  ^iveii  in  (a. ides  II 
.mil  or  12  of  the  senioi  hi^h  schiHils 
desi^neil  |>iini.n  ily  as  teimin.d  conrsi  s 
lor  the  vocational  trainin^  of  persons 
to  enter  the  nonsti‘noura|)hic  and  non- 
hookkeepin^  office  (m  <  np.itions.  'I  he 
term  “office  practice”  is  nsetl  in  New 
York  State  in  preference  to  the  more 
speeiali/ed  terms  “clerical  practice,” 
“office  maeliint's,”  “hnsiness  ma¬ 
chines,”  etc.,  hnt  scIkhiIs  desilin^  to 
develop  speciali/eil  courses  ilevoted 
exelnsively  to  these  ph.ises  may  (hi  so 
hv  snhmittiiiK  a  eopv  of  the  course 
of  stiiily  outlines,  lor  a|)proval  and 
registration  for  either  local  oi  Kenents’ 
graduation  credit. 

Before  1945,  several  factors 
prevented  the  growth  of  office 
practice  in  keeping  with  the 
state's  recognized  need. 

'I'Ik*  period  from  I9'f(l  thion^h 
1945  ssas  not  eondneive  to  tlie  i.ipid 
d(‘Velo|>ment  of  “expensive”  voca¬ 
tional  hnsiness  eonrses.  Dnriiit'  the 
I9d0’s,  the  depression  prohihited  the 
development  of  any  hnsiness  innrse 
that  retpiired  the  iiiirt  base  of  expen- 
si\f  etpiipment.  I'Vom  1941  thronvih 
1945,  the  years  of  World  W.ir  II,  the 
( iovernmeiit  was  asking  scIkmiIs  to 
rele.ise  eipiipment  lor  the  war  effoit, 
or  (‘Ise  m.innfaetnrers  weie  not  in.ik- 
in^  ofliee-machine  eijiiipment  lor  sale 
except  on  very  hiRh  priority. 


The  annn.il  repoils  of  1929-4(1, 
I94()-4I,  and  1941-42  eontain  reeoin- 
niendations  lor  the  d(‘Velopment  of 
more  .md  stldn^er  eonrses  in  offiic 
pr.ietiic.  I'.M'ii  lhon^h  eonditions  in 
the  earlv  depicssion  ye. ns  wire  not 
l.isor.ihle.  .1  serious  effoit  was  math 
in  the  spiinv;  of  1*141  to  encoiira^'e 
more  inteiest  in  this  type  of  Ir. lining. 
A  conmiiliee  of  expeiienced  ofliee- 
praetiee  te.i.  in 's  was  invited  hy  ( !lin- 
lon  A.  Ifeed,  chief  of  the  fhireaii,  to 
prepare  a  hiilletin  lor  the  ^iiidani  e 
of  school  adniinistr.itors  and  hnsiness 
teachers  in  developing  ellectivi'  <  lass- 
room  lai  ilities,  ei|iiipnient,  and  in- 
strnetional  priKcdnies  for  office  prac¬ 
tice  eonrses.  known  as  linlletin  No 
IH,  Office  I'rai  tiie,  it  was  distrihnted 
widely  thionr(hont  New  4()ik  Stale 
in  the  fall  of  1941. 

I  his  hiilletin,  the  liist  attempt  to 
sll^^est  minimnm  e(|nipment  needed, 
effeetixe  insIriK  lional  methods,  de 
sirahle  elassrooni  l.iyoiits,  etc.,  was 
destmeil  to  h.ive  ,i  verv  stioni'  influ¬ 
ence  on  the  development  of  offiee- 
prailiie  eomses,  not  only  in  New 
Yolk  SI. lie  hnt  ill  ihe  n.ilioii  as  well, 
.111(1  on  the  pnieh.ise  of  e(piipmenl 
in  the  si. lie  from  l‘)45  to  l‘l.50.  Ihi' 
hiillelin  was  reprinted  sever. d  limes 
hv  the  .St. lie  i''.diication  Depailrnenl, 
.111(1  well  over  5,IKKI  eojiies  h.ive  heen 
disirihnied. 

In  the  same  scIkmiI  ve.O,  l‘)44-.45, 
lour  new  voealional  hnsiness  enrri- 
(  ninnis  leading  to  the  s|)e(  i.d  ffe^ents' 
diploin.i  in  hnsiness  snhje(  Is  were  out 
lined  lliey  provided  lor  speeiali/a 
tion  in  either  i'll  stenography,  (2) 
IxMikkeepm^.  f4)  (  leriial  practier-,  or 
(  I)  (general  hnsiness.  Office  I'rar  tirc  I 
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TABLE  1 

Number  of  Schools 

Offering  Office  Practice* 

in 

TABLE  2 

Enrollment 

Office  Practice 

S<'IXMll 

Offirf- 
Tra«ti4s*  1 

Olfi<  e 
Traetxe  11 

S<'liool 

( iHice 
Tractiee  I 

Olliis- 
I'raetic**  1) 

Year 

(one  year) 

(tw<»  y«*ars) 

Year 

(one  year) 

(two  years) 

1954-5.5 

240 

71 

1954-55 

17,312 

.3,.501 

I9.5.3-.54 

207 

71 

1953.54 

15,0.55 

3,.572 

19.52.53 

20) 

78 

1952.53 

15,305 

.3,532 

19.51 -.52 

192 

71 

1951 -.52 

10,174 

3,297 

1950-51 

170 

09 

1950-51 

14,320 

3,018 

1949.50 

155 

58 

1949.50 

1 3,477 

2,043 

1948-49 

Tkt 

49 

1948-49 

11,012 

2,.597 

1947-48 

121 

.50 

1947-48 

12,947 

2,448 

1940-47 

130 

47 

1940-47 

10,104 

2,013 

1945  40 

■  127 

49 

1945-40 

12,718 

2,344 

lfH4  45 

99 

35 

1944  45 

9,953 

1,502 

1943-44 

104 

20 

1943-44 

9,712 

048 

1942-43 

109 

22 

1942-43 

9,122 

1,.307 

1941-42 

KK) 

13 

1941  42 

9,923 

1,8<K) 

1940-41 

9t) 

15 

1940  41 

9,1.57 

784 

*l‘uhlif  nrnmdarn  h(  htinis  atid  n’uislt  rrd  prit  nit-  and 

'itirocliitd  uccniuldrij  srluniis. 

(a  (»iu--y<‘ar  t«mrs«‘)  was  iticliidi'd 
as  a  (-«)iirsi‘  in  tlie  clerical- 

praclk-t*  s4‘<|ii<‘iK-<‘  nf  six  units  in  busi¬ 
ness  siibjiH'Is.  OHice  Praetk'e  II  (tlx* 
sccnnd-year  course)  was  announced 
as  an  approved  He({ents’  subject  in 
bulletin  No,  3H,  dated  Septemlx-r  1, 
H>40. 

'rbere  was  no  attempt  to  limit 
scIxMtls  in  tlieir  individual  develop- 
nu*nt  •)!  oHu  »‘-practi<-e  eours(‘S  during; 
the  periixl  Irom  I9!^5  to  1950.  Be- 
yontl  mi*<‘tin|{  the  minimum  ecpiip- 
nxMit  standards  for  approval,  a  schtMil 
was  In-e  to  ex|M-riment  in  st'ttiiiK  tlx- 
patt(‘rn  that  office  practice  should 
assume,  limited  only  by  the  initiative 
and  ability  of  the  teaclx'r. 

By  1950/  a  more  uniform  pat¬ 
tern  of  development  seemed  to 
be  needed. 

The  increasing  interest  in  office 
practice,  the  rapi«l  (growth  in  <*nroll- 
ment,  tlx*  rapid  building  of  ix‘W  and 
larger  scIxhiI  buildings,  the  avail¬ 
ability  of  new  and  improv«-d  Ixisiness- 
trainiiiK  «‘<piipment,  the  contributions 
of  education  res«-areh-all  tlx*se  fac¬ 
tors  w'»*r**  im|)ortant  considt'rations  in 
d«*cidinK  that  a  new'  svHabus  in  office 
practkv  would  lx*  valuable  in  main¬ 
taining  minimum  cpiality  standards  in 
this  rapidly  expaixling  area. 

I'he  pres«*nt  trends  in  New  York 
State-rapid  growth  in  lx>th  offerings 


and  cnrollmiMits— are  clearly  shown  in 
Tables  1  and  2. 

The  new  syllabus  outlined 
minimum  basic  units  after  care¬ 
ful  review  of  available  research. 

Tlx-  syllalxis  committee  can'Iully 
r«*viewed  the  research  studx's  of 
charters  and  Whitley,  K.  C,.  Nichols. 
Tlielma  M.  Potter,  Alton  B.  P.  I.iles, 
P«“ter  L.  Agnew,  (Catherine  Santa- 
maria,  and  a  numix'r  of  recent  cits 
surveys  of  business  education.  Its 
r-onclusion  was  that  approximately  90 
p<'r  c<*nt  of  the  Ix'ginning  offici-  work- 
iTS  in  tlx*  nonst(‘nographic  or  non 
iMNikkeeping  4)ffi<«‘  «K-cupations  «*nt«*i 
these  (K.‘cupations  through  sp<*<'ial 
training  in  thest*  six  basic  skills:  ad¬ 
vanced  typewriting,  machine  trans- 
cri|)tion,  duplicating,  adding  and 
calculating  machines,  filing,  and  <leri- 
cal  practic4*s  and  prix-edun-s. 

It  was  decided  that  training  in 
these  six  .skill  areas  should  constitute 
the  minimum  core  of  the  coiiise. 
Additional  units  cixild  Im-  added  li\ 
individual  scIxmiIs  alter  carelnIK 
surveying  lix-al  employment  ne«*ds. 
These  additional  units  are  optional: 
duplicating  (otlx*r  proe4*ss«‘s),  cash- 
u*r,  machine  transcription  (addi¬ 
tional  new-type  metlxxls),  Ixxikkeep- 
ing  and  banking  machines,  billing, 
punch  card  and  tabulating,  and 
advanc(*d  clerical  skills. 


(>ffic«‘-prac-tice  teachers  have  learrx*d 
from  exp<*rienc«‘  that  employers  do 
ixit  expr'ct  all  employees  to  have  or 
maintain  the  same  hand  or  machine 
skills.  For  training  purposes,  the 
new  syllabus  set  up  three  skill 
levels:  ( 1 )  the  ac(|uaintanc(*ship 

h'vel,  (2)  tlx*  practical-use  level,  and 
(3)  the  v<x'ational-comix*t<*ncy  lev»‘l. 

Tlx*  time  refpiirem<*iits  n*com- 
mend«*d  for  Office  Practice  I  are 
shown  in  'Table  .3. 

Individual  differences  are  rec¬ 
ognized  in  the  possibilities  avail¬ 
able  for  specialization. 

The  basic  philosophy  of  this  ar¬ 
rangement  recognizes  individual  dif¬ 
ferences  in  interests,  aptitudes,  and 
abilities.  Aft<*r  completing  the  ac¬ 
quaintanceship  l«*vc*l  of  135  p<*riods, 
each  student  decides  what  skills  he 
pr«*fi*rs  to  (h*velop  (xi  a  practical-usi* 
»>r  v(K*ational-<-omp**t(*ncv  level.  'The 
t<*acher  may  off<*r  guidants*  assistance 
where*  lx*  lx*lieves  a  wnmg  choice  may 
have  lx*en  ma<l<*,  but  no  h)ng<*r  do 
office-practic'c  teaclx^rs  in  this  state 
consid<*r  it  desirabh*  to  give  tlx*  same 
amount  of  training  on  all  units  to  all 
stnd(*nt.s.  This  arrangerrx*nt  provides 
maximum  il<*xibility  for  taking  can* 
of  individual  interests,  aptitud(*.s,  aixl 
abilities. 

W'hile  tlx*  new  syllabus  recom- 
meixls  the  donbl<*-peri(Kl,  oix*-y<*ar 
course  for  terminal  vocational  train¬ 
ing  in  (>rade  12,  other  schediding 
|M)Ssibihti(*s  are  provided.  Office  Prac¬ 
tice  I  may  lx*  off<*r«‘d  on  any  of  these 
four  bases  (in  tlx*  order  in  which  they 
are  rec(Hniix*»xled); 

t  lilts 

Donhlr  in’riotl,  with  no  outside 
assignments,  for  one  year  or  2 
senx*sters  (3(i(l  periods)  1 

.Singh'  jutuhI  for  one  year  or  2 
s<*mest4*rs  (IHO  |X*rio<ls),  plus 
one  additional  p(*riiMl  daily  of 
oiit-of -class  work  (IW)  |x*riods), 
or  a  total  of  3f>0  periods  1 

.Sing/e  pi'runl,  with  no  outside 
assignnx'iits,  for  one  year  or  2 
semest**is  (I SI)  |Kiiods)  '"i 

Dtmhii-  prritMl,  with  no  outsid<* 
assignments,  for  one  .s<*mester 
(180  p<*riods)  14 

(\’o/e,  ()ix*-h.df- unit -credit  courses 
cannot  lx*  used  in  any  of  the  three- 
unit  major  sequences  for  state  diploma 
|)urix)s«*s.  One-half-unit  c*oursc*s  can 
lx*  used  onlv  as  electives  in  Group  III 
of  the  diploma  requirements.) 
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BUSINESS  EDUCAl  lON  WOULD 


The  larger  high  schools  are 
able  ta  offer  the  requirements 
for  the  special  diploma  in  busi¬ 
ness  subjects  with  specialization 
in  oflfice  practice. 

riiose  sc'li(K)Is  that  hav«>  tin-  farili- 
fics,  erjuipriMMit,  and  teailiiiin  staff  to 
IMTinit  off<Ting  two  yrars  of  office* 
practice  are  af)le  to  offer  these  spo 
ciali/.ed  sopiences  leading  to  a  spe¬ 
cial,  diploma  in  hiisiness  suf)j»vts; 

\tw;ATi()\'Ai,  oi  KicK  rHAcrici; 


Suhjrds  I  nils 

lntr(KliK'tii)ii  to  liiisiiifss  1 

Hiisiness  AntliinetK  I 

rypewnliiin  I 

Hookkeepm^  I  I 

( tffiee  Hrai  tice  I  '-i  or  I 

Offu  e  Practice  II  •/Sorl 

Hiisiness  Law  1 


H  or  7 

CO OPKHA  I  l\  L  OI  I'ICL  Skll.I.S 


Suhh-(is  Units 

rv|)*-writinn  I 

HookkeepiiiK  I  or 

Hiisiness  Aritliiiielie  1 

Office  Practice  t2  years)  2 

Ollii  c  l^^pcrience  1 


Schools  offering  only  one  year  of 
office*  practice  are  nnahle  to  cpialify 


for  the  special  diploma  in  hiisiness 
subjects  with  a  speciali/ation  in  office 
practice,  but  have  a  choice  of  these* 
five  three-unit  sc*cpic‘ncc‘s  that  can  be 
iisc‘d  as  the  major  sec|uence  for  the 
regular  form  of  the  state  Hc'^c-nts’ 
diploma,  or,  if  dc'sired,  for  a  Iik-.iI 
Kiadnation  diploma; 

Typewriting,  Bookkc'c-pini'  I,  Office- 
Practice  I  (one  unit) 


rv|M*\\ritinK.  Office-  I'lactic-c-  I  and 
II  (two  units) 

I'ypc-writinn,  Machine  Transcrip 
tion.  Office  l‘iaclice  I  (one  unit) 
Type-writing,  Oflic-c;  I’ractice  I  (erne 
unit).  Office*  Kxpe-rie-nce*  (one  unit) 
[fookkec-piiiK  I.  Office  Frac-tice  I 
(one-  unit),  Oflic-c  Kxpc-ric-ncc;  (one- 
unit) 

Only  those*  stnelents  whei  have*  c-emi- 
ple-te-d  suc-e-essfnlly  eme  yc-ar  eif  ty|M*- 
writin|c  ami  have  ele-niemstratc-el  the 
perseinal  c-liaracte-ristics  nee-dc-d  fcji 
future  empleiyability  arc*  e-nc-emraKe-el 
tei  take-  otlie-e  piac-tie-e.  Seiiiiid  pi  in 
c-i|)ic‘S  eif  veie-ational  (^niel.me-e  arce 
feilleiwc-d  in  an  atti-mpt  tei  limit  classc-s 
to  approximately  20  potentially  train¬ 
able  and  empleiyablc*  stncic-nts. 

A  majority  eif  the;  se-condary  scIicmiIs 
in  New  York  Stale  finel  it  necc-ssary. 
lM‘cansc‘  of  limitations  in  the-  nmnliei 
eif  business  maebines  available-  eif  c-ach 
type*  ie-cpiirc*d,  ter  te*ae  h  the-  six  basic 
miils  by  c*ither  the  reitatiein  plan,  eii 
a  c-einibinatiein  eif  the  balte-ry  |ilan  ami 
the-  reitatiein  plan.  A  fe-w  schools  have- 
aele‘e|uate  eepiipim-nl  to  pe-rniil  teach- 
in({  all  units  on  the-  biitte-ry  plan.  A 
limite*el  niimlie-r  eif  se  hoeils  have-  ele*- 
ve-lope-d  ve-ry  effe-etive-  coiirse-s  usin>< 
the-  inte-((rale-ei  l.ilioraleiry  plan  eif  in- 
slrue-tiein.  Incre-asin^  nnmiH-rs  eif  the- 
scheKils  have  fae-ililie-s  that  |M-rmil 
le-achiii(<  the-  .ielvanc<-el  type-writing 
unit  and  the-  filin({  unit  on  the;  balte-ry 
plan,  but  it  is  usually  nee-e-ssury  to 
te-ach  four  basic  units  on  the  rotation 
plan. 

On*  of  the  most  practical 
and  effective  teaching  devices 
yet  developed  for  guiding  learn- 


TABLE  3 

Office  Practice  1:  Suggested  Number  of  Periods 
to  Be  Devoted  to  Different  Training  Levels 


Basic  Units 

.-Xeepi.iintanci-- 
ship  Le  ve  l* 

Prae.-tical- 
Use  Le-vel 

V'eic.itioii.il 

(aiinpete-ncs 

Level 

Advance-el  Ty|x-writinK 

30 

75 

255 

Machine  Transe  ription 

15 

00 

IHO 

Duplicating 

15 

00 

ISO 

Mac'hint's  (adding  and  (akiilatiii^)  •)(> 

75 

255 

Filini{ 

30 

75 

120 

Cle  rical  Practie  e-s  and  Proe  e 

-diire-s  15 

00 

ISO 

Total  time  tor  six  basic  units  on 
acipiaiiitaiK  (-ship  level  135  [lerioels 


NOTH:  Head  f  able-  3  lliiis;  All  stu¬ 
dents  c-omple-tc  the  six  basic  units  at 
tlie  ae-epiaintanee-ship  leve-l  for  fiinela- 
iiu-ntal  skill  training  and  for  valuable 
i(iiidance;  try-eiiit  expe-rie-rice-s.  riiis  re  - 
epiire-s  13.5  iie-rienls  of  the-  total  niinilier 
of  .‘JHO  ix-ricMls  available-  in  the-  ri-ieini- 
nie-ndi-el  doiililer-jx-rieMf,  oni--ye-ar  ter¬ 
minal  course-  in  Office-  Practice-  I.  Peri- 
oels  vary  in  le-iiKtli  in  diffe-re-nt  scliexils, 
with  the  average  r'liiiiiiiK  alHiiit  15 
luiiiiile-s. 

Kaeli  stude  nt,  d<-|.>-nehnK  on  his  iii- 
te-re-sts  and  aplitu<l;*s,  the-n  se-le-cts  oni- 
iinit  tor  sue-e-iali/atioii  l'>r  an  .idditional 
•45  ue-ricKis.  Tfiis  t-e>nij,)!(-te*s  tlie  prae-- 
tical-use  leve-l.  One-  lialf  of  tlie-  ceiiirse;, 
eir  IHO  (le-ricKls,  lias  Im-i-ii  e-ompli-te-d  at 
tills  iMiiiit. 


Kach  stude-nt  must  now  de-eieh- 
whethe-r  to  eontiiiiie  fiirthe-r  spe-ciali/a 
tion  on  the-  unit  first  se-h-eted,  or  to 
switeh  to  aiieilher  basic  unit.  The-re-  are 
ISO  additional  jM-riods  available-  for 
viK-ational-e  iim|M  ti-ne  y  trainiiiK  il  tin 
stiidi-nt  neeels  it  to  di-velop  a  iii.irke  t 
able-  skill. 

Thus  the-  oiie--ye-ar,  (loiible--|>erio-l 
courser  in  Offiee-  Practice-  I  provides 
aili  epiate;  time*  lor  the  di-ve  lopiiie-nt  ol 
oner  niarketabler  skill  lor  all  stude-iits, 
and  some-  stHile-nts  are-  abler  to  deve-hip 
niult.ple-  skills  ill  the-  time  available-. 

'Iher  fi){uri*s  in  the  last  column  indi¬ 
cate-  thir  maxiiiiiim  niiiiilM-r  of  |)eriiKls 
available-  feir  vocational-coni|M-te-ncy 
training  on  any  one-  b.isie  unit  if 
ne-e-deel. 


VSe/ieio/v  dcsihun  tn  offt'f  iiiir  holf-uitU  courses  are  Innile4l  to  litts  len  t 
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STUDENTS  i»  Nru,  Yink  Stfitr  mini  liikr  miii  lihir  lrinisrri))linn  ns  ri  unit  in 
offiri'  innrtiir,  n  iniil  in  sirrrtnrinl  innrlirr,  oi  ns  n  si  fHirntr  ronisr. 


ing  by  the  rotation  plan  it  job- 
instruction  sheets. 

Whilr  (lie  IH'W  sylliilxis 
til]i‘s  ior  lli(‘  (l('v<*lo|)iii<-iit  (ti  job-iii- 
slriK-lioii  lor  nil  six  Ixtsk-  units 

i»u  (he  a(-(|iiaiiilaiH'<‘sliip  Irvrl  and 
the  |)ru('ti(-al  iisr  l«-v<'l,  it  was  soon 
•liscovorf*!  llial  nn)sl  oHi<«‘-|)ra<tit<* 
l(‘UC'li<*is  liad  nrilln-r  llir  liino  ikii  tlir 
practical  jol)  t'xpciiciK'c  needed  to 
«lev»*l<»p  the  hundreds  ol  jolt-instrnc- 
lion  sheets  reipiircd  to  carry  on  the 
course.  It  was  decideil,  therelor*-,  that 
the  Slate  i'alncation  Department 
slionhl  provide  lli(‘  necessary  leader¬ 
ship  and  develop  the  needeil  joh- 
instrnclion  sheets  to  impleni«-iil  the 
new  syllahns. 

Two  separate  c(Miiinillci‘s,  consist - 
iii)^  of  experienced  oHice-practicc 
teachers,  were  appointed  to  develop 
the  recpiired  joh-iiistrnction  sheets  in 
co-operation  with  the  Stale  Kdneation 
I  )epailinent. 

Th<‘  first  coininillce,  consisting  of 
six  ex|M‘rien('cd  teachers  (selected  on 
a  ^eoKraphical  basis  and  lM‘canse  of 
their  reco^ni/.ed  ability  as  successful 
instrnctors  and  writers),  nicl  lor  two 
we«-ks  in  jnly,  Ib.T'b  in  Albany  to 
prepare  the  job-instruction  sheets  re- 
(piired  lor  the  actpiaintancesliip  level. 
'I'be  Slate  l‘',dncation  Department 
edited  and  published  these. 

The  sf'cond  committee  of  six  ex- 
|K*rienc«*d  teachers  met  in  .Mbany 
dnriiid  the  winter  of  Ifjof  to  chwelop 


the  job  inslinction  sheets  icipiircd  lor 
the  practical-nsr-  level.  It  was  decided 
to  combine  the  sheets  lor  the  two 
levels  of  traiiiiii)'  into  six  scparali* 
manuals,  ea<'h  manual  representing^ 
the  learning'  snides  ior  the  skill  areas 
indicated  bv  the  lilies  ol  llu*  six  basic 
nnils.  riiere  are  now  apprctximately 
'>tMI  pa^es  oi  printed  job-instrnctioii 
sheets  available  lor  use  by  the  oHice- 
piactice  teachers  ol  \cw  York  Slat*’. 
The  scpaialely  iHinnd  m.nin.ds  wert* 
dislribnt<‘d  during  the  summer  to  the 
sch<M)ls  olicrin^  the  subject  in  New 
York  Slat*-.  \<-w  York  Stat«-  Icaclu-rs 
ol  office  practice  can  stHiirc  additional 
copi<‘s,  at  nominal  cli.irf'e,  by  special 
airanxeincnls  thron^h  the  Hnrcaii  ol 
I’nblication  ol  the  Stale  halncation 
Department,  but,  iM-caiisc  of  limited 
supply,  the  sh<‘<‘ts  are  not  availabh* 
for  sale  or  distribution  <'ls<where. 

rhese  job- instinct  ion  sheets  an'  so 
ilesiuncd  that  they  may  Im-  used  with 
available  published  lexibiKiks,  busi¬ 
ness-machine  mann.ds,  or  other  in- 
sirnclional  materials.  They  can  Ix' 
iiKMlilicd  in  the  Ininre  to  adapt  them 
to  any  new  instrnclional  materials, 
l  eat  hers  mav  also  revise  them  at  will, 
as  they  Kain  expcrieiH «'  in  nsin({  them. 

Most  teachers  will  prefer  to  de¬ 
velop  their  own  learniiiK  unities  for 
the  vocational-competency  level  ol 
traininn;  therefore,  no  effort  will  be 
mad*'  to  <levelop  job-instrnction 
shei'ts  lor  this  level. 


Some  additional  supervisory 
activities,  designed  to  improve 
instruction  in  the  office  practice 
on  a  state-wide  basis,  are  being 
worked  out. 

Diiriiijj  th«'  1955  5#)  sclicxil  yeai 
a  series  of  one-day  conferences  is 
In'inj^  hi'ld  for  teachers  of  offi«e 
jiractic*',  offic*'  machines,  machine 
transcription,  and  clerical  practice  in 
schcMils  sel*'ct«'<l  on  a  Keo^rraphical 
basis  ihronKhont  the  state.  These  con- 
f*'r«'iic*'s  will  Ih'  carefully  planned  to- 

•  pi-rmit  “iriea  swaps”  b*'tw«'i'n 
ti'aclii'rs 

•  revi«'W  recent  developments  in 
i<'searcfi 

•  r*'vi**w  new  instructional  .ii«ls 

•  discuss  desirable  skill  staiidanls 
an*l  tlie  development  ol  satislactois 
«‘valnation  techni(|nes 

•  enconraKe  further  expansion  ol 
the  co-operativ*'  work  I'xperii'iic*'  |)io 
^ram  in  offic*-  skills 

•  s***'  *iemonstrations  *)f  som*'  ol 
the  ni'w  types  of  bnsiiu'ss  machiiu's 

A  n*'W  pi*  torial  br<K-hnr*'  is  planned 
lor  ri'h'as*'  in  195ft  showing  pictnri's 
and  floor  layouts  of  ideal  bnsim'ss- 
<-dn*ation  classrooms  an*l  laciliti*'s  ioi 
schools  of  *lifi*‘reiit  sizes,  ranKin^  from 
th*'  smalh'r  villa^*'  an*l  c*‘ntrali/*'d 
hif{h  scli(H>l  thron^h  th*-  larK*-  *'it\ 
scIkmiIs  enrolling  50<N)  or  mor*'  stii 
•  U'lits.  ()ffi*i'-j)racti*-«*  classrooms  and 
laboratories  will  Im-  incln*l*‘*l. 

Th*'  improveiiK'iit  of  instruction  in 
offi*-*'  practic*'  will  Iw  niv«'n  mor*'  *'m- 
|)hasis  at  the  re){nlarly  sch<**hd**d 
confer*'nc*'s  for  bnsin»'ss-*l*'partm*'nt 
ch.iirmen,  at  th*-  sch*‘dnl*-*l  ’‘clini*-s" 
for  business  t«'ach*'rs,  at  tlu-  /.on*-  *-on 
l*-r*'n*-*'s  lor  t*'a*-h*-rs,  and  at  th*-  con- 
f*-r*'iii-*'s  li*'l*l  by  *iistri*-t  sn|H'rjnt<-nd 
*-nts.  ’I’*'ach«'rs  will  b«-  *-n*-onra)'*'*l  to 
ns*'  tln'ir  visitation  d.«ys  to  visit  tints*- 
sch«t«tls  that  are  ditin^  ontst.nidinK 
trainiiiK  jobs  in  olli*-*'  prai-ti*-*-.  In  ad 
*liti<tn,  iiu'iiiIm-is  ol  th*-  stall  of  tlie 
bnrean  ol  Hnsin*-ss  and  Distribntiv*- 
i'',dn*-ati(tn  will  continue  to  be  *‘<tn 
*  all”  at  all  tiiix's  t*>  assist  l(K-al  .scIiihiI 
administrators,  *lepartment  *-hairm*-n. 
an*l  offi*'«--pra*'ti*‘*'  t*'achers  in  woik- 
iiiK  out  solutions  to  l<K-al  problems  *-on 
*-*‘rninK  offi*  *'  practice. 

It  now  ap|)ears  that  training  in  of- 
fi*-*'  pra*'ti*'«'  will  incr*'as*'  rapidly  in 
N*'w  York  State  in  Intth  nnmiM'rs  of 
s*-hiNils  an*l  train»'«'s  dnrinn  the  ix'xt 
25  years.  On*-  ran  assnm*-  tliat  this 
tNi-)*'  *)l  trainiii)'  will  sixm  Ih-coiim'  the 
pre*lominant  t\|>«'  ol  *)ffi*'*'  skills 
training  in  N*'W  Yitrk  Stat*'’s  medium 
.m*l  lai^t*'  s«'*’ondary  scInMtIs. 


IS 


BLiSINKSS  KDIT.ATION  VVOHI.D 


Employers’  Problems 


Parallel 

Your  Problems 


S(  )\l K'l  I  NIKS  fi-acluTN  fori  scinx 

for  ours«-lv«-s  uiicl  wish  we  had 
qone  into  u  fxisiness  with  fii^her 
salaries  and  l«‘wer  prohleins.  Thronnh 
the  Keonoinie  Fellowship  Foundation 
I  was  privilejjed  t«}  spend  six  w»‘eks 
dnrin^  this  past  snininer  in  the  New 
^(»rk  ofliees  of  the  J.  ('.  f'ennes  (^»ni 
paiiy.  I)lnin^  this  tini«‘,  I  heeaine 
well  ae(|nainted  with  the  top  exeen- 
tives  of  the  eoinpany  and  learned  first 
hand  the  many  things  they  have  to 
eop«-  with.  Take  iny  woid  for  it  — 
hnsiness  has  its  prohleins,  too. 

I  have  sorted  out  iny  notes,  with 
the  thought  that  fellow  Inisiness 
teaehers  ininht  interest»*d  in  one 
eoinpany’s  |)rol)lenis  vsitli  its  office 
wcirki'rs. 

Securing  Office  Employees 

One  ver\  aenli*  |)rol)leni  l.ieed  h\ 
this  eoinp.iny— and  most  others— toilay 
is  finding'  snffieient  i|iialified  office 
help.  Th*‘  comparatively  low  hirtli  rate 
dnrint'  the  depression  years  has  re¬ 
sulted  in  a  sm.iller-than-norm.d  ^roii)) 
of  yonny'  people  availalile  today  .  I'his, 
eoinhined  with  onr  niipn-i  edented 
em|)loyment  expansion,  has  produced 
.1  sitn.ition  without  parallel  in  onr 
history,  'today,  companies  most  offer 
hii'h  wayii's  phis  I'xtra  henefits,  and 
have  heen  foreeil  to  lower  st.md.irds 
in  hiring  new  p«-ople.  As  hnsiness 
well  knows,  this  loweriny  of  standards 
results  in  an  increase  of  clerical  costs 
hecanse  of  inefficiency. 

The  I’enney  com|>any  diws  what  it 
can  to  I'liminate  the  least  likely  can¬ 
didates  for  johs.  It  wcijihs  heavily 
the  ap|)e.iran(-e  of  the  applicant, 
ex.imines  closely  the  manner  in  which 
the  applicant  has  filled  ont  the  appli¬ 
cation  blank,  and  ;{ives  hoth  psyclio- 
lo^ical  and  skill  tests.  l‘A’en  thony'h 
the  applicant  do4‘s  not  score  too 
favorably  on  th«>s<-  sereenini'  devices, 
the  company  will  freipiently  still  hire 
ficr  and  give  her  a  chance  to  make 
giMMi  if  she  lias  a  healthv  attitnte 
toward  work  in  general  and  toward 
this  company  in  particular. 


GALEN  STUTSMAN 

Bowl(nk>,  f  .(cpn  State  Univer'ity.  Howling}  f.rccn 


-Mter  .S(‘cnring  employees,  I’ennev 
diM's  its  utmost  to  keep  them  s.itisfied 
to  remain  with  the  eomp.niy,  by  giv¬ 
ing  them; 

•  best  |>erio<ls  (a  IS  minute  break 
in  the  morning  and  in  the  .ilteinoon). 

•  A  short  work  week  (.1  AS-honr, 
fiv*‘-d;ry  wer-k ) . 

•  H(‘f  rcshments  (coin  niachims 
with  cold  drinks  on  each  floor). 

•  Kecreation  (a  son  deck  on  top 
of  the  building  lor  rehixation  after 
hmch;  departmental  te.mis  in  bowl¬ 
ing,  etc.;  a  spacious  lounge  with 
radio,  record  player,  piano,  .md  m.iga- 
/ines;  and  a  folksy  offier-  newspaper). 

•  Financial  .idvantages  (above 
average  p;iy ;  an  <*xc‘ellent  r  afeteria 
with  varir-d,  moderatelv  priced  food. 

.1  I.)  to. 20  per  cent  diseonnt  on  all 
pnrch;is*s  in  the  l^•nney  store  on  the 
ground  flrnir  of  the  bmidmg,  and  ten 
holidays  with  pay,  in  addition  to  two 
pairl  weeks  of  vacation  .1  year), 

•  Miseellaneons  arivant.iges  (a  lib 
er.d  sick-leave  allowance,  fri-e  hospi- 
tali/ation  and  surgical  Ix'iiefits,  fre«- 
death  and  dismenibennent  insnranee, 
low-cost  group  auto  insurance;  a  health 
centiT  with  tiill-tnne  nurses  in  .ittend- 
ance  and  a  company  doctor  at  regular 
intervals;  a  “thrift”  plan,  whereby  the 
employee  may  build  up  a  retirement 
fund  by  rontribnting  up  to  five  [M-r 
cent  of  her  weekly  salary,  which  is 
more*  th.m  matcfic'd  by  the  (ompaiiy. 


the  anionnt  depending  on  the  piolit 
m.ide  dm  ing  the  yeai ) . 

In  spite  of  the  comp.niy’s  best 
efforts,  it  is  still  pl.igned  with  the 
eommon  ollice  |)roblems,  in. my  ol 
which  ;iie  eertainlv  familiar  to  teai  h 
CIS  III  theii  dealings  with  students. 

Mere  .ire  a  few  samples; 

•  r.irdiness  and  absenteeism.  .Ml 
kinds  ol  pi. ms,  both  ol  revv;nd  ;md  of 
pmiisbineiit,  h;ive  been  used  to  alle 
vi;ite  this  problem,  but  the  develo|> 
ment  of  ,1  sense  ol  responsibility  in 
young  jieople  is  »•xtremcly  dilficnit. 

•  \V';isting  time  in  the  nst  rooms 
or  gossiping  during  working  hours. 

solution  is  no  ne;iier  than  it  was 
generations  ago.  Ag.mi,  .1  l.ick  ol  a 
sense  ol  responsibility  piob.ibly  .le 
eoiiiits  for  the  problem. 

•  (!areless  woik.  lids  is  not  only 
;mnoying  but  expensive,  because  it 
iiecessit.ites  the  hiring  ol  .idditiomd 
employees  to  c  heck  .md  double  ehec  k 
the  wolk  ol  otheis.  Itminess  te.n  hers 
are  well  aw;ire  ol  this  i|ii.dity  in  many 
students  .md  w.ige  .1  const. int  e;mi 
|>aign  to  remedy  it. 

•  t,)nittmg.  .\  (ompiny  invists  ;i 
considerable  .miomit  ol  money  in  new 
••mployecs  beforr-  they  le.tlly  begin  to 
earn  their  s;daric-s.  If  t  iey  le.ivc*  the 
company  ;dtei  a  eomparativi  ly  short 
time,  the  cost  imiltiphes  br'caiise  the 
priM-ess  must  Iw  repeaterl  all  over 

I  <  lllllllllll  ll  nil  fMtill'  ■{  !) 
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MACHINES  MAKE  A  BIG  DIFFERENCE  IN  YOUi 


J  .  B  .  BOWER 

University  of  Wivonsin,  Madison,  Wi‘/;onsin 

Has  a  FOHMKK  lxM)kk(*rpjtiK 
stiidiMit  f‘V(*r  told  you  that  actual 
husiticss  practice  is  diffr'rciit  from 
what  he  was  taught  in  your  b(N»k- 
keepiiiK  class?  Siu'h  comments  an- 
In-cpieut,  yet  th<-y  shock  many  teaclt- 
ers  Ix-cause  tin-  iiilereiicr*  is  that  tin* 
iMKikkeepiiiK  course  is  not  meeting; 
one  of  tin-  int-ds  for  which  it  was 
i*stahlished. 

A  i-omparisou  of  husiin-ss  practic-<*s 
and  classrcMim  t(*achitiK  reveals  that 
the  principl(*s  taught  in  the  luKh 
scInNil  h<K)kk(*epinK  class  nrr  the  same 
as  thosi-  used  in  practical  f>usiness. 
'fhe  iiu|)r<-ssion  that  practit.-al  busi¬ 
ness  rliffers  is  due  to  tin*  us«*  of  short¬ 
cuts  and  machines  that  make  it 
difficult  f«»r  the  student  to  reconni/r- 
classHHim  instruction.  It  is  tin*  b<M>k- 
keepiiiK  teacher's  duty  to  bridge  this 
)tap  lM*tw(*<*n  actual  business  situations 
and  what  is  tauKht  in  his  classroom. 

Machines  are  us<*d  in  almo.st  every 
business  tinlay  lor  the  preparation 
of  r«t*or<ls.  Machines  are  used  for  the 
sann*  r«>asoii  the  tyjn-writer  is  used— 
a  Kreat«*r  volunn*  of  work  <*au  b<* 
|M*rformed  more  efficiently.  Then*  an* 
hundreds  of  different  machines  usi-d 
ill  InMikkei-piiiK.  'I’ln-y  can  In*  Krou|><*d 
into  four  basic  classes:  ( 1 )  cash 
rcKister,  (2)  adding  (adding  sub- 
tractiiig)  machines;  (:l)  biMikki-t-ping 
and  acr-ounting  machines;  and  (4) 
punch-card  and  electronic  c(piipment. 

Cash  Register 

.Most  standard  Iniokket-ping  texts 
include  a  presentation  of  the  casli 


register.  'I'here  is  no  n<*ed  to  develop 
this  subject  further  than  tia*  text 
pres(*ntation,  unless  an  opportunity 
aris<*s  for  a  demonstration.  This  helps 
the  stud<*nts  to  visualize  the  oiH*ration 
of  the  n*gister,  its  control  over  cash, 
and  tlie  way  in  which  information  is 
obtaiiu-d  for  the  rec-ords. 

Adding  Machines 

The  adding  (adding-subtracting) 
macfiine  is  the  most  common  machiiii* 
in  offices  when*  iMMikkeeping  is  p*r- 
formed.  The  lM>okk(*(*ping  teacher 
must  deckh*  wh«*thi*r  or  not  it  is  desir¬ 
able  for  students  to  list*  the  adding 
muchiiK*  on  problems  and  exercises 
assigned  in  class.  If  it  is,  fhe  iu*c*<*s- 
sary  machiiu-s  must  be  obtained. 
Most  tt*achers  are  able  to  obtain  at 
least  one  adding  machine— |M*rhaps 
mon*— if  thi*y  ask  th<*ir  principal.  \ 
tt*aching  ac<|uaintance  of  mine,  who 
thought  there  was  no  chanct*  to  g(*t 
an  adding  machiia*,  gath<*r(*d  her 
courage.  Slu*  scmiu  found  that  she  had 
inheritt-d  tin*  adding  machine  from 
the  offict*,  and  that  the  offict:  had 
;ic(|uired  a  new  one.  I'm  not  sure 
whether  my  friend  outsmarted  the 
principal  or  the  principal  outsmarted 
my  friend,  n«*vertheless,  she  obtaiiu-d 
an  adding  machiia*  for  her  room. 

Here  art*  two  points  to  considt-r  in 
df*ci<ling  wht*tht*i  or  not  to  use  adding 
machint*s: 

lulenratum  of  arithmetic  instrur- 
tiou.  Husinessna*n  who  employ  high 
scluMil  graduatt*s  have  a  common  c-om- 
plaint:  the  students  do  not  know  how 
to  add  and  subtract.  The  same  c*<mi- 
plaint  is  heard  from  collegt*  teachers. 
This  indicates  a  need  for  arithmetic 
to  bt*  integrated  into  iMNikkiH-ping 


instruction,  as  wt*II  as  into  otla*r 
courses.  I  should  probably  state  at 
the  outset  that  1  am  prejudiced.  I 
Ix-lieve  in  the  importance  of  funda¬ 
mentals.  At  tla*  risk  of  b(*ing  thought 
old-fashion<*d,  I  do  not  hesitate  to 
state  that  reading,  writing,  and  arith- 
nu*tic  are  essential  fundamentals  tfiat 
should  not  lx*  ignored  in  any  class. 

Follow-up  studies  of  employment 
of  IxMikkeeping  students  indicate  that 
a  v<*ry  small  nurnlx-r  become  Ixxik- 
k<*ep<*rs.  The  personal  use  of  arith- 
iin*tic  (common  to  the  clerical  typ«* 
job  that  will  lx*  held  by  many  people 
who  have  taken  the  b(M)kki*(*ping 
course)  should,  if  anything,  be  t*m- 
phasized. 

The  objectives  of  a  bookkeeping 
course  usually  include  the  integration 
of  arithmetic.  'I’lx-n*  app<*ars  to  lx* 
a  basic  conflict  in  objt-ctives  if  the 
use  of  adding  machines  is  |x*rmitted. 
On  OIK*  fiand,  arithnu-tic  would  be 
accompIish<*d  by  machine,  thus  limit¬ 
ing  arithmetic  integration  by  th<*  elimi¬ 
nation  of  computations.  On  the  other 
hand,  adding  machines  are  us(*d  in 
practical  business;  and,  if  instruction 
is  to  be  practical,  they  should  bt*  us«*d 
in  till*  same  way  in  the  classrixim. 

A  recent  study  leads  to  tlie  con¬ 
clusion  that  the  use  of  adding  ma¬ 
chines  stimulates,  not  limits,  the 
reasoning  pr(x.*ess  of  arithmetic.  The 
study,  started  in  January,  1954,  and 
sponsored  by  Hurroughs  (kirporation, 
was  under  the  direction  of  Andrew 
F.  Schott.  'I'he  use  of  adding  machin<*s 
and  new  teaching  methiHls  for  arith- 
metu;  instruction  was  intrixluced  to 
students  in  the  fourth  through  the 
ninth  grade. 

“The  results  of  tlie  test,"  Schott 
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Cash  register 


BOOKKEEPING 


writes  in  A  S'ctv  McIIhhI  ftn  thr 
Tmrltitin  of  Arithmi  tic  ( Itiirroiiulis 
( Corporal  ion,  I)«-troit,  M icIiiKaii,  IMoo), 
“indkatf  clearly  that  the  use-  ol  the 
inac'hin(‘s  and  the  method  accelerates 
aehic'veitient  in  the  reasoning  phase 

of  arithmetic  learning . In  most 

grades  gains  in  rt'asoning  are  slightly 
higher  than  gains  in  Inndamentals. 
In  oth«-r  words,  the  use  of  machines 
do<‘S  not  retard  the  develo|)ment  ol 
arithnu'tic  reasoning  on  the  part  ol 
the*  students  hy  locnsing  attention  on 
a  m(‘chanical  d<‘vi<e.  Neith«-r  does 
the  ns(‘  «)l  machines  eliminate  the 
lu'ed  for  reasoning  in  the  solution  ol 
|>rol>lems  and  the  understanding  of 
arithmetic.” 

In  regard  to  hookkeeping.  Dr. 
Schott’s  stndy  c’stahlishes  the  nsi-  f)l 
machines  to  !)<•  profitable,  because 
students  can  concentrate*  on  what  n«‘xt 
te»  do  with  their  figures,  itistead  ol 
bothering  with  addition  and  the  other 
fundamentals  of  arithmetic  tiiat  they 
shoidd  airc’ady  know.  I’ln'y  have 
re-ached  the-  stage-  whe-re-  the-y  are- 
le-arning  tc}iat  to  adel  and  uUtj  to  aelel. 
ne>t  hem  te)  aeld. 

Instruction  in  nuicitinc  use.  Pre¬ 
liminary  instrnetieHi  in  the  pre)pe-r 
o|)e-ratie)n  of  aeleling  machine-s  shonlel 
be-  sche-elnle-el.  I  bis  will  pay  eill  in 
lewe*r  me-chanical  failnre-s.  II  nn- 
limiteHl  use-  of  the-  machiiu-s  is  .ellowe-el, 
the-  availability  ol  an  aeleling  maehine- 
e-an  make*  stnde-nts  la/y.  Kstablish 
rnlt-s  te)  pre-ve-nt  the-m  from  wasting 
time-  while-  waiting  te>  use  the-  machine- 
e)r  from  using  it  te)  aelel  a  small  c-e)lunm 
ol  figures. 

lnfe)rTT)al  surveys  .tarong  high  s(  h<H»l 
lMM)kke-e-ping  te-ae-he-rs  show  an  ))\e-i 
whe-lming  e)pinie)n  that  il  aeleling  ma- 


Adding  machine 


Accounting  machine 


Electric  card  punch 
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chine-s  are-  av.iilabit-  —  anel  some- 
e-xpre-sse-el  re-gie-t  that  the-y  we-re-n’t  — 
the-y  shonlel  be*  use-d.  I'e)  summari/.e-, 
the-ir  use-  shonlel  ue)t  be*  unlimite*el, 
but  shonlel  be-  re-strie-te*el  to  e-ertain 
proble-ms  anel  e-xe-re-ise-s,  lor  e-xample-, 
those-  in  which  the-re-  are*  weirk  she-e-ts 
or  trial  balane-e-s. 

Accounting  Machines 

Me)e)kke-e-ping  anel  ai-e-uunting  in.i- 
e-hine-s  pe-rfe)rm  the*  majeerity  eel  boeek- 
ke-e-ping  work  in  most  bnsine-sse-s.  l-'or 
e-xample-,  such  applications  as  ac- 
e-onnts  re-ee-ivable,  ae-e-e)unts  payable-, 
aiiel  payreell  are-  usually  ae-e-omplishe-el 
by  mae-hine*s.  I  )e-sk-me)ele-l  Inieekke-e-p 
ing  machiue*s  are*  eefte-n  aeleling  ma- 
e-hine*s  moelilie-d  by  the  aelelitiem  eel 
sne-h  S|)e-e-ial  le-aturrs  as  the  e-arriuge- 
with  the-  s|)lit  cylinele-r.  'I’he-se*  ma- 
e-hine-s  are-  re-lative-ly  inexpe-nsive. 
.'\e-ce)nnting  machine*s,  howe-ver,  range- 
in  e-e)st  from  ijib.jtK)  to  $1(),0<)0, 
ele-pe*neling  e)n  the-  numbe-r  of  ace-iimn- 
lating  re-giste-rs  anel  e)the-r  fe-ature-s. 
The-  e-e)st  aleene*  e)f  such  a  mae-hine- 
pre-ve-nts  its  use  in  the  lM)e)kkee-ping 
e-ourse,  ye-t  kne)wle-elge  of  the-  re-e-ords 
it  pre-pare-s  is  ne-c-e-ssary  to  brielge  the- 
gap  be-twe-e-n  the  e-lassreMim  anel  the 
bnsine-ss  olfie-e-. 

'I'heie-  are-  thre-e-  me-thoels  by  whie  h 
bookke-e-ping  anel  ae-e-e)unting  ma- 
e-hine-s  anel  the-ir  re-e-e)rels  e-an  be- 
ine-lnele-el.  I  he-  detail  e)|>e-ration  of  the- 
mae-hine-  wonlel  neet  Im-  taught  in  any 
instane-e-,  rathe-r,  the*  eibje-etive-  is  tee 
re-late*  the*  re-eeerels  pre-pare*el  on  the- 
mae-hine-  te)  re-e-orels  taught  in  the- 
beM)kk)*e-ping  e-e)urse*.  anel  to  relate- 
some-  ol  the  basic  leature-s  of  fhe- 
m.ie-hme-  that  make-  the-  re-e-eerds  |H)s 
^•l*l<'-  KUiiiltnin’d  tut  ihiuc 
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TOP:  Krtniiirthif  ij'ttrrs  (also  utiiflr  for  rlirrk  lt'ttrr.s)  TOP:  l'i)s<ni  ('.nt-Out;  SECOND  LINE:  Hcdikut  lA'ttrrs 


JANE  F.  WHITE 

( i«)fgia  Statr  (  ollcge  for  Women 
Mdledgeville,  Cicorgia 


LETTERING  for  you 


BUI.LK'IIN  boards  as  Iracliinn 
aids  should  not  Im-  iindrresti- 
iiiatcd.  Yet,  articles  on  their  prepara¬ 
tion  and  present.ition  seldom  stress 
the  relationship  oi  ^ood  letti-riiiK 
^ood  hulletin-l>oard  display. 

(iuttiiiK  <>'■*  letters  and  words  from 
newspapers,  inaKa/.ines,  and  art  paper 
employs  the  tiiiM*  of  many  teachers. 
'I’herr-  is  m«-rit  in  this  nic'tluKl;  yet,  a 
h«‘avy  sclu'diile  soon  makes  such  prep¬ 
aration  time-consuming  and  hurdt'ii- 
som«‘.  These  homemade  letters  do  n«‘t 
results,  and  the  teacher  who  uses  such 
h-tterin^  has  accomplished  more  tfian 
the  one  who  has  done  little*  iM'yond 
displavitiK  a  few  unlah<‘led  pictures. 
.'\  hulletin  Ixrard  must  have  captions 
to  get  r«*sults!  Does  your  Inrard  tell; 
What?  How?  Who?  Why?  If  not.  it 
has  little  n‘al  meaniiiK. 

Impress  Administrators 

A  t»‘acher  who  doesn’t  mind  s|K>n<l- 
ini{  a  little  money  can  find  numerous 
source's  e)f  le*tters  that  can  ^ive  a 
hidle'tin  lM>arei  that  proie'ssiemal  ]eM>k. 
One*  te‘ache*r  writers  that,  after  she* 
starte*el  usinn  reaely-maele*  le*tte*rs,  he*r 
supe*rinte‘nde*nt  was  se>  impre*sse*el  with 
the*  hulletin  laeareTs  “ne*\\  leMik”  that 
he*  l>ou){ht  le*tte*r  se*ts  fe)r  the  entire* 
st.df  te)  ii.so. 

Yem  can  piiri-hase*  many  tyjies  anel 
size's  e)f  re*aely-tei-use'  Ie*tte*rs.  rangitie 
Iretm  the'  .'^O-e-e'nts-a-laix  kind  te)  the)se 
se'lliiiK  leer  $10  a  se*t.  The'  ave'rape' 
lerice*  is  aleeuit  $.‘f  a  se*t.  anel  all  the'se- 


will  inve'st  in  a  jar  of  ruhln'i  ee'me'itl 
(alamt  40  ce'iits  a  pint).  With  this, 
yeni  can  stick  e'ach  le'tte'r  to  your 
heeard  without  harming  it. 

It  would  he'  impeessihle'  to  e  nuiiie'r- 
ate'  the'  eemntle'ss  ways  in  which  li'tte*rs 
add  te)  dis|)lays.  In  addition  tee  dre'.ss- 
iiiK  up  hiille'tin  hoarels,  one'  can  m.ike* 
and  unmake*  si^ns  in  a  Hash.  ’Try  .se't- 
tin^  up  catehy  slogans  te)  aeld  spark 
to  a  elay’s  te*achin^,  or  place*  individ 
ual  le'tte'rs  on  ine'xpe'iisive'  plastie 
stanels  that  sit  on  a  ele*sk  or  table'. 

W'hat  kinels  of  le'tte'r  se'ts  are*  avail 
ahh',  and  wht're*? 

You  can  huv  practically  e've'rvtluiiR 
from  pre'pare'el  ste'iieils  of  elifh're'iit 
type'  size's  hx  which  you  can  still  (if 
yem  pre*fe'r)  make*  your  own  le'tte'rs 
fairlv  e'asily,  to  those*  that  are  cut  re'.edy 
to  use*.  (The*  latte'r,  of  eourse*,  are* 
more*  e'xpe'iisive*;  se'xe'i.d  of  the'se*  .se'ts, 
which  are*  available'  in  .it  le*ast  six 
{'olors  and  are*  maele*  of  he'avy  carel 
leoarel,  tan  he*  use'el  to  proeluce*  an 
e'xtreme'lv  attrae  tive*  hoard.) 

An  ade*<|uate'  souree*  list  ine-lude*s: 

STKNSO  I.FITKBINf;  COMPANY, 
Industrial  HuildiuK,  Raltimeere  2,  Mary¬ 
land.  The'si'  se'ts  r;mui'  in  prie-e*  fre>m 
1.5  cents  to  $1  lor  e'ae'h  nuide*,  and 
max  he*  puri'hase*el  at  almost  anv  st.i- 
tioiM'rv  store. 

KKDIKIT  I.F.TH.H  COMI'ANY, 
IS.>  Ne)rth  Prairie  \venuc,  llaw- 
theime,  (^alifeernia.  Haise'el  elie'-e  ut  le't¬ 
te'rs.  “re'.idy  to  use'”  an  a.ssortme*nt  of 


TOP  LINES:  Mittrus  Disjdaij  Lrttvrit 
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se'ts  may  Im*  u.sc'il  inele*(inite'ly  if  ye)u  2(f<)  le'tte'rs.  one*-inch  size*,  $'^.70. 
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Bulletin  Board 


OLD  WKLL  (;OMl*ANV,  Old  Well 
Koud,  White  Fhiim,  New  York.  “L/e- 
Stkk"  letters  (^old),  $1  a  set. 
MUTK.N’S  DISPLAY  LK  I  I  I.KS,  2 
West  4(»th  Street,  New  York  U,  New 
York.  Piii-haek  raisi-d  lett«-rs  to  stic  k  in 
iMcard;  a  loot  of  1S2  Iett«-rs  ^4-iiicli 
si/e,  $S.7t). 

I’PSON  Cl  TOn  l.l  l  I  I  P  COM¬ 
PANY,  Cutout  Letter  Division,  I.cK-k- 
|M»rt,  New  York.  H.iisc-d  Ic-tters;  a  foot 
of  121)  letters,  $1.25. 

KF.N WOK TIIY  F, D I C  A T lO N  A  1. 
SFKVK:F,  INC.,  Buffalo,  New  York, 
(aitoiit  Lc-tters,  .No.  2011,  3.5  cents  a 
l)ox;  \<».  2010,  00  cents  a  l>ox;  No. 
2040,  $I  a  box. 

FAl  LKNFK  laboka  iokifs,  p.  o. 

Box  I2H.5,  rainpa,  Florida.  Plastic  self- 
sticking;  rais«-d  letters  in  various  colors; 
one-incli  size?,  0  cents  eac  h. 

MICRO  SI(;N  PKODCCrS,  2?M)') 
Santa  Monica  Boulevard,  Santa  Moni¬ 
ca,  California.  Plastic  l*-tters  in  0  col¬ 
ors.  St.uidard  on«‘-iiicli  size-,  letters  and 
nurniMTs,  100  cliaract<*rs,  $1.0.5,  two- 
inch  l«-tters,  lOS  charact*-rs,  $4.50, 
.Micro  .Mank’  cenieiit  (for  attachiny 
Ic-tters  to  nonporous  surface's)  ,  •35 
ccMits;  .Micro  Manic  solvent  ffor  jverous 
surfaces),  40  cents. 

(Most  of  these  c-onipanic  s  will  scaicl 
samples  and  price  lists  on  rc-cpic-st.) 

You  ask,  "Is  letterrinn  worth  the 
<  flee  t?” 

rhe-re  is  only  one  .mswer.  "l)«-li- 
nitely,  yes." 


FRANCES  E.  MERRILL,  Drake  University 


A'scx'iate  Dcsin,  Institute  for  Ceitifyin,;  Secretaries 


ll.\  r  SI'.KV’ICI'.S  c.ui  a  sec  !•■- 
tarv  peifoiin  th.it  arc*  valuable* 
to  lu.inanetnent?  What  is  the  differ¬ 
ence-  belwee-n  a  ste-noni .iphe-i  and  a 
se-cie-t.u A ?  Ifow  milt'll  .iiilhoiity  and 
ies|)onsibilil\  e.in  be  niven  to  the  set;- 
ret.iiv?  Mow  c.in  del. ids  of  office  pro- 
cednie  .mil  loiilme  be  Idled  fioiii 
the  dionideis  of  the  eseenlive*? 

'Iliese  are  questions  th.it  m.in.ine* 
nieni  should  l.ice  s(|n.irely  and  answei 
frankly,  'loo  Ireqnenlly,  businessmen 
are  wi'inhed  down  with  loutini*  .mil 
the  annoyanee  ol  continuous  minor 
inlei I u|)l ions,  sinipb  bec.iiise  they  do 
not  re.ili/e  how  to  in. ike  use  ol  the 
skill  and  talents  ol  .i  seciel.iiy. 

'I  he  National  Set  iel.nies  .\ssoi  i.i- 
lion  (Inlernalion.d)  is  helpinn  to 
.inss\er  these*  ({iie-slions,  ihrounh  its 
eihic.itional  pronrani  and  the*  certify- 
inn  ol  prole*ssional  se-cie*larie*s.  The* 
Insliliite*  for  Ce*rlifyinn  Secre*tarie*s,  a 
depaitmi*nl  ol  the-  N'.SAI,  sets  the 
i|ii.difications  and  the  st.ind.irds,  .mil 
.idniinisli*rs  the*  ex.miinalion  for  de-- 
le-rmininr{  the*  basis  lor  ilesi^natinu 
(!e-ilified  l‘iolession.d  Se-cre-laries. 
.Since*  its  inc-i*ption,  the*  N.S.AI  has 
son^ht  to  make*  clear  th<*  distinition 
l>e-twe-e-n  slc'iioirraphic  work  and  se*e  le- 
tatial  work.  'I'he*  .Nation. d  Office* 
Man.ii'e*me*nl  .Associ.ition  like-wise*  h.is 
establishc-d  job  de-scriptions,  .mil 
m.ikcs  .1  dislinc lion  in  the*  job  c  l.issifi 
c.ilions.  In  spile-  ol  this,  it  is  obvious 
that  many  office*  jobs  that  h.'ivf*  little* 
n-lalion  to  true*  se*cie-tari.il  work  are 
popid.irly  t-alle-d  se-cre-larial. 

What  is  a  CPS? 

.\  (  ertifii-d  Prole-ssion.d  .Se*cre*t.iry 
is  one-  who  has  passe*cl  a  c-ompre-hen 
sive  examination  in  ar(*as  of  le*arniny' 
and  skill  r<*latetl  to  he*r  work:  human 
re*lations,  at-c-iinnlin^,  biisine-ss  law, 
e*c-onomic-s  and  business  organization, 
ste-no^raphic-  skills,  and  office-  pro 
ce-dure*s.  .S^^nific-antly,  bre-adth  of 
knowle-cl^t*  and  expe*rie-nce*  are*  nive*n 


I  ittW  llie* 

(iiM'liiit'tl 

SeM*n*lai\ 

I’lOJIlillll 

Work. 

I'le.iler  lel.ilive*  weiuhl  in  the  atl.iin- 
nient  ol  the  ce-i t ilii-.ite  ih.in  liinh  pe*r- 
foi  ni.ince  in  the*  sleno^raphic-  skills. 
It  is  line-  ill. it  the*  se-cielarv  ii-aelies 
hci  position  ihioni'h  the  e-fficie-nl  man 
ipul.ilion  of  hei  b.isie  tools  of  shoit- 
h.ind  and  Ivpini4.  but  tli.it  alone  is 
not  e-noiiy'h  I  he*  se-cretary  must  have* 
.1  knowledge*  ol  the*  funclioniiiK  "f 
biisine-ss,  and  must  uiuieisland  the 
le-lationships  be-lwe-e*n  paits  of  a  busi- 
ne-ss  and  lM*lwe*en  ihe-ory  and  |)r.ic-lic-e*. 

Qualified  for  Responsibility 

.•\n  e*xe*c-nlive*  of  any  bnsine*ss  or 
indiisirv  may  lest  assured  that  any¬ 
one*  who  has  att.iine-d  (!i*rtifie-d  Pro¬ 
fession. d  Se-cre-lary  status  has  the 
basic  knowledge  and  qualities  of  |M*i- 
sonality  that  aie*  ne-e-e-ssary  for  one* 
who  must  iinderstand  man.irre-ment- 
leve-l  policies  and  who  should  also  be* 
able*  to  re-lie've*  the  r‘M*c  nlive*  of  some* 
le-sponsibdily  lot  su|>e-i vision  ol  e*stab 
lished  pioe-i'diiii's  and  iniple-me-ntal ion 
ol  p<dii-ie*s. 

( 'halle*n('inr(  ihonirli  the*  e-x.iinina- 
tion  for  e  e-rlifir  alion  may  Ih*,  the*  e*du- 
cational  prour.im  ol  the-  ,N'S,-\I  and  the* 
Institute*  is  si^nifie-ant  for  f)the*r 
re-asons.  ( !e*nsus  figures  show  tliat 
the*  arre-  of  weirkin^  wemieii  is  inc-reas- 
iiqr.  .Any  program  that  fielps  women 
to  cie*ve*lop  ihe-ir  nndi*rslandin((  of 
wh.il  ^cM-s  on  in  the-  busine-ss  woild 
and  to  improve-  the*ir  skill  and  iise- 
lidni*ss  III  bnsine*ss  cM-e-iipalions  will, 
in  re-tnin,  be*ne*lit  m.mat^e-me-nt. 


NOVFMBFK,  195.5 
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Every  teacher  dreams  of  a  "different,^'  an  "exciting" 
summer.  Marie  De  R(tsa  did  s(miething  aiunit  it.,  as 
an  in-service  instructar  f(>r  .  .  . 

Two  fabulous  summers 


Not  ONK,  but  two  siitiiin<‘i 

tioiis  filK-rl  with  enchaiitineiit, 
nHriafic«---arKl  lots  of  fiard  work!  'I  hoso 
wrrr;  ifir  positions  I  licld,  (inriiig  tlio 
summers  of  1954  and  1955,  on  tlie 
island  of  Arnbu,  in  the  Dutch  West 
Indies.  \  tiny  speck  in  the  Carihhean, 
Aruhu  lies  ulM)nt  12°  north  of  the 
equator,  18  miles  off  the  (.-oast  of 
Vene/nela. 

As  instructor  of  the  ei^ht-wj-ek  in- 
service  training  of  th<'  Standard  Oil 
Oompany  (New  Jersey),  I  tan^lit 
hnsiness  subjects  to  the  native  em- 
|)loyees  at  their  Lago  Refinery,  the 
largest  in  the  world  in  terms  of  total 
prcKlnction. 

Yes,  my  two  summers  turned  out  to 
to  Iw  (piite  "different."  Life  was  c'en- 
ter<*<l  around  an  (»il  refinery— a  con¬ 
glomeration  of  intriKuin^t  tanks  and 
lowers  and  pij^r'S.  So  much  massive¬ 
ness  and  twisting  sha|H's  ...  so  much 
roar.  All  activity  was  on  a  24-honr-a- 
day  basis,  s<*ven  days  a  week.  \  far 
cry  from  the  offices  of  Manhattan  or 
my  old  classrooms  of  New  jersey. 

The  La^o  Uijjh  ScluMrl  used  by  the 
children  in  the  ('.olony  is  relimpiished 
to  the  Refinery’  during  the  summer 
nntnths  for  its  on-the-joh  training  pro¬ 
gram.  The  school  is  imHlernistic  in 
structure  and  practical  foi  the  tropics. 

During  my  first  summer,  classes 
w<*re  I'onducted  in  shorthand,  typ<*- 
w’riting,  and  office  practict*.  \  class 
in  remedial  Knglish  was  iiu’lndcrl  dur¬ 
ing  the  s«*cond  year. 

There  wr*re  two  in.strnctors  during 
the  Slimmer  jrrogram  of  1954.  Three 
were  hired  for  19.55.  The  questions 
that  confronted  us  and  that  we  ho|M‘d 
to  solve  during  our  jx^riod  of  “orienta¬ 
tion"  were;  What  could  we  teach  to 


our  students  that  would  be  .specific 
and  helpful  to  them  on  the  job?  What 


such  a  short  periiHl  of  time  that  would 
enable  the  trainees  to  display  an  im¬ 
mediate  and  marked  improvement? 

'I'o  answer  our  rpiestions  and  to  .set 
up  a  goal,  my  colleagues  and  I  re- 
ipicslcd  a  personal  interview,  one-hall 
hour  long,  with  each  of  the  super¬ 
visors  who  would  lx*  submitting 
trainees  to  the  summer  program. 
'J'hese  interviews  furnished  us  with  a 
wealth  of  helpful  information.  We 
learned,  for  example,  their  present  job 
duties,  their  |X)ssihilities  for  advance¬ 
ment,  and  their  personalities.  Reforc 
we  confronted  our  students  in  the 
classrixmi,  therefore,  we  knew  just 
alxmt  what  to  expect  and  just  what 
our  teaching  objective's  should  he. 
The  su|X'rvisors  submitted  samples  of 
their  trainees’  work  as  a  guide  for 
our  teaching  'I'liese  interviews  W'ith 
the  supervisors  helped  us  tri'inen- 
dously  to  meet  the  students’  ni'eds. 

Armed  with  a  “case  history”  of  each 
student,  I  was  able  to  start  right  in 
with  a  lesson  the  first  day  class  met. 
My  objectives  had  to  he  well  defined, 
my  organi/ation  well  planned,  in 
order  to  show  tangible  results  on  the 
job  .as  (juickly  as  possililc.  The  follow¬ 
ing  is  a  resume  of  my  part  in  tlx- 
two  summer  programs; 

Summer  of  1954 

Each  of  my  two  beginning  .short¬ 
hand  classes  and  my  two  Ix'ginning 
tyjx'writing  classes  met  for  an  hour 
and  a  half  once  a  day,  Monday 
through  Friday,  from  July  .5  through 
.August  28.  (Masses  began  at  7:00  a.m. 

My  tyiX'W'riting  groups  bore  the 
title  “Ix'ginning”  in  name  only.  .Ac¬ 
tually,  1  had  three  ilistinci  groups: 
( I )  those  who  had  no  knowledge 
whatsoever  of  typing.  (2)  those  who 
knew  the  letters  of  the  keyboard 
fairly  well  hut  needed  assist anci'  on 


the  figures  and  symbols,  and  (.5) 
those  who  knew  how  to  type  by  the 
touch  metluxl  and  already  were  typ¬ 
ing  at  the  rate  of  .35  to  45  w  a  m. 
•My  first  step,  therefore,  was  to  set  uj> 
three  categories  and  allow  each  to 
work  at  his  own  individual  pace.  This 
admittedly  meant  more  work  on  tin- 
part  of  tlie  teacher,  since  a  great 
deal  of  individual  attention  and  repeti¬ 
tive  teacliing  were  reipiired.  In  fair 
ness  to  the  groups,  however,  I  felt 
this  was  the  only  way  I  could  handle 
the  students’  varied  needs. 

Fundamentals  Come  First 

No  attempt  was  made  to  teach  the 
typing  clas.ses  genera/  typing.  Half  the 
time  was  spent  on  the  fundamentals 
of  typing— making  sure  that  all  stu¬ 
dents  acipiired  the  mastery  of  touch 
typing  and  practiced  such  essentials 
as  the  daily  and  weekly  care  of  the 
machine,  the  proper  method  of  proof¬ 
reading,  the  pnxcdurcs  of  self-evalua¬ 
tion,  and  the  immediate  follow-up  on 
remedial  work.  The  remaining  time 
was  spent  on  project  typing:  typing 
manuscripts,  cutting  stencils,  typ¬ 
ing  Ditto  masteis,  setting  up  tabu¬ 
lations,  typing  statistical  reports,  typ¬ 
ing  h'tters,  memos,  reports,  and  other 
forms  of  correspondence— all  w'ith 
L.igo  stationery,  in  the  departmentally 
acccpti'd  .style,  on  refinery  subject 
matter.  In  other  worths,  I  taught  Imro 
t\ ping— and  1  omittt'd  all  general  proj¬ 
ects  that  would  not  ht'  of  value  ttj  the 
students  on  their  |)rcscnt  jobs  or  fu¬ 
ture  ativancements.  Because  no  one 
text  contained  this  very  spcciali/cd 
subject  mattf'r,  I  had  to  st>t  up  and 
(hiplicate  much  of  my  own  classroom 
material.  Each  student’s  goal  was  a 
jX'rsonal  one,  alt  sttidents  were  not 
expeett'd  to  ctMiiplcte  all  the  projects, 
rhe  beginning  shorthand  classes 
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also  c'oiitaiiiod  a  iiiixtiirc  of  al>iliti<‘s 
and  liackKroniids.  Sonin  stndnnts  liad 
no  previous  f)at'k^ronn(i  in  sliortliand, 
ollu'rs  had  taken  tin*  course,  hut  had 
lost  the  skill  tlirouuh  disuse. 

'I'he  (irefiff  Sitnplifit’d  Mnntial  for 
the  fiinh  schcMil  h'vel  was  our  t<*xt. 

1  wo  lessons  were  c’overc’d  <^111  day. 
Kvery  sixth  lesson,  which  contain<‘d 
the  penmanship  drills  anchor  non- 
hiisiness  reading  matcTial,  was  pre¬ 
sented  hrielK,  so  that  on  those*  days 
thrc*e  l(‘ssons  were  covc*rc*d.  l’nd<*r  this 
aceeleratc'd  plan,  the*  theory  was  eov- 
c-red  in  five  weeks’  time,  with  the*  rc*- 
inainin){  three  w<*eks  devoted  to 
thc'ory  n*vic*w  and  Kradually  huilt-up 
dictation  on  the  remainiii).'  lessons  in 
th«*  tc*xt.  I'o  make*  the  course  of  im- 
mc'diatc*  practical  value,  a  smattc-riuK 
of  transcription  was  also  included. 

Alter  ohsc*rvinn  a  demonstration  on 
the  c'orrect  tc'chnicpies,  the  studc'iits 
traii.scrihc'd  first  from  the  shorthand 
plates  and  then  from  thc*ir  own  notc*s. 
They  did  excc'edinfrly  well-c*s|M*cially 
whc‘n  considerinu  the  fact  that  Knjrlish 
was  not  the  native  tongue  of  any. 
F’rue,  there  wc*re  several  drop-outs 
because  of  the  act'elc*rated  pace  and 
because  of  the  language  liandicap,  hut 
those  wher  fimshc'd  the  course-  re- 
spondc'd  f)c*autifully.  There  were  two 
younn  laclic's  who  were  ev«*n  able  to 
take  dictation  for  five*  minutes  on  un¬ 
familiar  material  at  the  rate*  of  50 
wain  and  transerihe*  within  a  lini- 
itc‘d  time*  with  an  accuracy  rating  of 
ltd  pe*r  ce*nt!  This  is  an  ace*omplisli- 
ine*nt  of  wfiich  the*  teache*r  as  well  as 
the  stucle*nts  we*re  ini(ehty  proud. 


and  eli*partme*ntal  visiting.  M\  he^in- 
niiiK  sfiorthanci  class  met  lor  an  hour 
and  a  half,  and  my  two  offici*-prac- 
tice  classe*s  me*t  for  eini*  hour  each. 

'Ihe*  shorthand  )jrou|)  was  con- 
elucte'd  on  a  similar  basis  as  that  nsc'd 
the*  ye*ar  he*fore.  Tfiis  ye*ar,  he)we*ve*r, 
the  accele*rate*el  pace*  was  hanelle*d 
more*  e*asily  and  comiortahly  he*cause* 
ol  the*  small  numhe*r  (only  lour  .stu¬ 
dents  in  the*  e*lass)  and  he*e  ause*  ol  the* 
Hre*ate*r  se*le*ctivity  of  the  stuele*nts. 

rhe  aim  of  the*  tw'o  offie*e-praetiee* 
classe*s  was  to  ^ive  eve*ryone*  ;i  ^e*ne*ral 
hack^round  in  husine*ss  preKe*elure*s. 
with  furthe*r  application  for  those* 
traine*e*s  with  spe*cific  ne*e“els. 

A^ain,  the*  first  teaching  e)hje*ctive* 
was  to  le*arn  as  much  about  the 
traine*e*s  and  the*ir  various  job  elutie*s 
as  possible.  'rhre*e*  me-thoeh  were*  uti- 
li/.i*el:  (  1)  conle*rence*s  with  individual 
supeTvisors,  (2)  oral  autohio){raphies 
yiven  e*xte'mporane*ously  by  stude*nts 
the*  first  day,  and  (3)  the*  traine*e*’s 
concept  ol  his  own  job  analysis,  in¬ 
cluding  pe*rse>nal  reactions.  The  in¬ 
formation  Kaine*d  ce)mprise*d  a  brie*f 
case  histeiry  eif  eae-h  stueli*nt. 

The*se  source*s,  tone*tlie  r  with  e*lass 
analysis,  reve*ali*el  tlie*  are*as  eif  training 
ri*epiireel  anel  fle*sire*el  by  the*  majeirity 
of  stuelents.  Since*  all  stuele*nts  were* 
e*xpecte*e|  to  le*arn  all  phase-s  of  ne*n- 
e*ral  husine*ss  priictice*s  ( whethe*r  or 
not  it  applie*el  tei  the*ir  prese*nt  jeth), 
it  was  essential  that  thi*y  unele*rstanel 
the*  value*  of  a  re*serve*  ol  le*arninK. 
lolle)win^  areas  were*  incluele-el  in  this 
ye*ar’s  eemrse*;  Personal  Klfie-iency,  the* 
I'se  ejf  Ffcfere*nce*  Materials,  Fiinela- 
mentals  eif  Filinn,  Tele-pheine*  Te*ch- 
niques  and  Voice,  la*tte*r  VV'ritinn, 
P^nglish  FTeificienc-y,  and  l)u|)lie-atinK 
PreKe<lure*s. 

Various  teae-Fun^  .ip[)re»aehe*s  we*M* 
utili/.e*el  — the  le*ctures,  the*  pane*l  elis- 


eiissions,  the*  inelividual  oral  re*ports, 
role*  playing  (e*spe*e  ially  in  e'e)nne*e-tiein 
with  te*le*phone*  ti*e-hnie|ue*s),  anel  e*ve*n 
a  (ie*lel  trip  to  the*  Fai^o  I e*le*phone* 
F'.xe'hanne*.  \Vhe*n  topics  we*re*  e’ove*re*el 
that  hael  spe-e-ific  jeih  applie-ation  to 
e'e*rtain  stnele-nts,  theise*  stueli*nts  share*el 
their  kneiw  le-dfre*  anel  liae-kKreinnel  by 
making  inelivielual  e-eintrihutions  to  the* 
e-lass  in  the*  lorin  of  ele*metnstratieins 
anel  re*ports.  An  inte*^ral  part  etf  the* 
e-eiurse*  was  the*  e-emstant  e*mphasis  etf 
the*  pe*rseinal  e|ualitie*s-promptne*ss  in 
suhmittin);  assiKiime-nts,  unele*rstanei- 
inne  all  instriie-tietns  thoreiu^hly  he*fetre 
starting,  epiality  etf  wetrk,  e-etmple-te- 
ne*ss,  ele*pe‘nelahility,  iiiitiative*. 

'l'e*ae-hinK  the*  native*  traine*e*s  pre- 
se*nte*el  setme*  elilfie-ultie*s— mainly  the 
lait^ua^e*  etne*,  letr  instrue  tirtns  etfte*n- 
time*s  hael  tit  he*  re*pe*ate*el  anel  repe*ateel 
tit  insure*  e*itmple*ti*  unele*rstanelilt^.  Fhit 
the  stuele*nts'  willin({ne*ss  to  ]e*ani  and 
the*ir  Krate*fulnr*ss  for  all  assistance 
maele*  te*achin({  tfie*m  a  joy!  The*se 
re*pre-se*ntative*s  etf  so  many  ftack- 
^retunels  ( ( !Fiine*se*,  Duteh,  lyitKlisfi, 
Spanish,  (>i*rinan,  anel  the*  native 
rae-e*s)  all  ri*ali/.e*el  the  wonelerliil  op- 
petrtunity  alhtreled  them  liy  atteneliiiK 
the  classes.  'I  liey  e*xpresseel  titeir  ap 
pre*e-iatioit  in  maity  ways.  Never  elieJ 
they  e*nte*r  the  classriKtm  witlioiit  a 
smile*  anel  “(ietoel  rnetrniiiK.”  miel  never 
elifi  the*y  le*ave  without  a  "CioikF  flay” 
anel  a  warm  “'I'hank  yetii.” 

When  ele*parture  time*  arrivi*e|,  I  li*ft 
with  mixe*d  fe*e*linKs.  I  hael  (4rown  to 
ailmire*  anei  re*spe*e*t  the  |>e*opli*  I  was 
te*ae-hin^— all  of  them  trying  so  ftard 
to  le-arn  in  a  lauKuaKe*  not  the*ir  e>wn. 
hut  tfie  task  hael  lieen  <-ompleti*el.  The 
stude*nts  hael  returne*el  to  their  jobs  a 
little  f)e*tte*r  in  work  habits  and  work 
attitueie*s.  Anel  I  was  re*turnin(][  tet  mv 
)oh  a  little*  wise*r  anel  rnue-h  }iap|ue*i 
iwrson— anel  te*ae'he*r,  teat! 


Summer  of  1955 

This  year  my  te-rchitiK  loael  was  re- 
elue-e*el  to  thre*e*  anei  .i  half  hours  a  elay, 
with  the*  ri'uiainin^  lour  .inel  a  hall 
hours  lor  pre*p.iratiou,  pape*r  wurk. 
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How  to  Show 

PROJECTED  INSURANCE  COSTS 

WILLIAM  B.  BROPHY 

Stjte  University  of  New  York.  Institute  of  Agriculture  and  Home  Econorr  i-.b.  Cobleskill,  N  Y 


THK  INSUHANCK  unit,  which 

is  a  part  of  courses  on  general 
hiisiness,  husiiiess  law,  and  consiiim'r 
<>conornics,  is  rtne  of  th«-  most  import¬ 
ant  units  thr-  Itiisiness  teacher  presr-nts 
to  his  students.  With  the  possible  <*x- 
c«-ption  ol  real  estate,  insurance  repre¬ 
sents  th<‘  largest  sum  of  money  that 
the  avera({e  consumer  has  to  deal 
with.  It  is  a  sum  that  sharply  affects 
his  current  hiid^et— and,  if  anythin)^ 
shoidd  hap|)en  to  the  insnrt'tl,  it  would 
sharply  affect  the  family’s  well-lreiiiK- 
'I'herefore  the  unit  must  lx*  tan){ht 
effer.'tively. 

Do  you  know  that  it  is  possible  to 
show  your  class<‘s  the  actual  projected 
lU't  cost  to  the  policyholiler  over  a 
ten-year  and  a  twenty-year  peruxl? 
I.ike  many  other  teaclu-rs,  I  know  you 
eouhl  multiply  the  cr»st  p«-r  year  by 
the  niimlNT  of  years  you  expected  to 
pay  on  the  |M)licy;  hut  what  alxmt 
thos4‘  dividends  that  so  materially  af¬ 
fect  the  net  cost  of  a  policy? 

Hy  iisiiiK  for  refereni-e  a  little  h<x»k 
eallerl  “Flitcraft  ('ompruid,”  you  csin 
show  the  projected  n«-t  costs  to  tlu- 
|X)licyholder,  including  tlx*  eif(*ct  of 
dividends.  This  lxx>k  is  puhlislx'd  hy 
Flitcraft,  Incorporated,  75  Fult«)n 
Strrvt,  New  York  58,  New  York. 
Sounds  like  a  commercial,  dix'sii’t  it? 
Well,  it  isn’t,  liecause  you  ilou’t  have 
to  buy  it.  Your  insurance  af{ent  has 
the  lat<‘st  edition,  lie  can’t  afford  to 
be  without  one  if  he  wants  to  know 
his  c‘om|M‘tition.  lie  will  lx*  )(lad  to 
send  you  his  Flitcraft  Ioiik  enough  for 
you  to  make  some  interestiiiK  com¬ 
parisons. 

What  th«  Chart  Shows 

The  chart  at  the  ri^ht  has  lx‘en  ab¬ 
stracted  from  the  Flitcraft  Oompend. 
la't’s  take  a  l<x>k  at  it. 

Here’s  how  to  read  the  chart.  When 
the  insured  buys  a  $5,t)(M)  ordinars' 
whole  life  |x>licy  at  ajje  twenty,  he 
pays  premiums  of  $8t).25  |K*r  year. 
In  2t)  years,  he  has  spent  $I,H(>5  for 


the  policy.  .Assuming  that  dividends 
remain  at  present  levels,  he  csmld 
coll«*ct  in  cash,  over  the  20  y<*ars,  a 
total  of  $275.7.5.  'I'his  re<hices  the 
c»)st  of  the  policy  lor  the  20  years 
from  $l,fi0.5  t<»  $  I  ,.5.5 1 .2.5,  which  rep¬ 
resents  an  av*'rane  cost  per  year  «>f 
.$00.. 50. 

.At  the  «‘iul  of  the  20-y<-ar  pi*ri<xl, 
his  policy  would  he  worth  $1,200  in 
cash  plus  a  $I(M)  surrend(‘r  dividend, 
if  the  divideixl  were  declared  that 
year  (and  it  is  reasonable  to  assume 
that  it  would  he),  'llx*  policyholder 
CDuld  cancel  his  contract  at  that 
time  and  net  hack  $28.7.5  more  than 
he  put  into  tlx*  policy;  meanwhile, 
he  has  had  20  years  of  insuranc**  pro¬ 
tection.  Hreakinn  the  finures  down  a 
little  mor<*,  the  policyhohler  would 
receive  a  r<  turn  of  $1.14  a  y«*ar,  or 
29  cents  a  $I,(MM)  of  c«)v«*rane,  over 
and  alxive  the  inv(‘stnx‘nt  he  has 
made  in  the  policy. 


If  the  dividends  were  left  tf)  ac- 
curnnlate  at  interest  at  tlx*  pr»*sent 
rates  (and  many  of  the  contracts  call 
for  a  f'liaranlrt'tl  interest  rate  of  two- 
thirds  <if  the  present  rate),  he  would 
lx*  entitled  to  $5.57. .50  in  cash  and 
could  c*ontinue  his  jxilicy  in  fore***  if  lx* 
d<*sir«*d. 

rhe  policyhohlei  minht  **l**ct  an¬ 
other  alternative  shown  in  tlx*  chart; 
l<*t  his  *livid«*nds  buy  paid-up  insur- 
.mce  for  him.  In  this  las**,  lx*  would 
hav**  to  his  cr**<lit  $018  in  paid-up 
insuranc**  in  return  for  his  divid(*nds. 

Kach  policy  can  lx*  analyz«*d  in 
this  way;  tlx*n,  hy  comparing  the  ix*t 
c<»st  fij!;un*s  on  <*ach  contract,  a  pni- 
s|x*<*tive  purchas<*r  can  s**<*  **xactly 
which  |x>lici(*s  would  cost  him  money 
—and  how  much— ov»*r  tlx*  2()-y«*ar 
p**ii(xl,  aixl  which  polici**s  would  niv** 
him  a  >'rt*ater  r<*lurn  than  his  cost  — 
;uxl  how  much  Kr**at«*r. 

Aft(*r  stixlyiiiK  (*ach  |)olicy  and  its 
ix*t  (*osts,  tlx*  instructor  aixl  his  class 
an*  r**a*ly  to  compare  tlx*  prot<*cti*)n 
.iliord(‘d  tlx*  insur**d  and  his  1h*ix*- 
ficiaries  hy  each  type  of  ixilicy,  'Fhey 
would  hav**  in  haixl  tlx*  facts  **ss**n- 
tial  for  an  int«*lli^**nt  choic***  of  policy 
with  which  to  lx*('in  an  insuranc** 
program. 

I)**ath  is  c**itain.  rax**s  are  c**rtain. 
That  tlx*  insuranc**  man  will  call  is 
almost  as  certain.  Il**lp  your  stud**nts 
pn*par**  to  make  tlx*  b**st  p<issihl** 
choic**  of  policy  for  th**msf*lves  and 
tlx*ir  d**pend**nts. 


Comparison  of  Twenty-Year  Costs*  dww******^* 
on  Basic  Types  of  $5000  Life  Insurance  Policies 


Ordinary 
Whole  LXe 

Ordinory  Life 

Poid  Up  ot  IS 

Twenty 

Poymenf 

Lite 

Twenty 

Yeor 

Endowment 

Ordinary  Lite 

Paid  Up  at  IS 

Fomily  Income 

SI 00  0  month 

Age 

20 

20 

20 

20 

20 

IVemiuni — Yearly 

$80.2.5 

9.5..'k5 

151.05 

2.54.05 

li2.10(18yrs.) 

2f>  Freiniums 

I00.5.(MI 

1807.tM> 

:i021.(M) 

.5081.00 

93  .'1.5  (  2yrs.) 
2.504.50 

Total  Divicleixis 

275.75 

:J9I.20 

48.5.15 

007  75 

051,70 

■Net  Fayineiils 

1. '1.51.2.5 

1475.80 

2.5.‘J5.8.5 

4473.25 

1912.80 

.Average  Fayts 

00..50 

73.79 

120.80 

22.‘).a5 

95.04 

(.'ash  \'ahu* 

I200.(M) 

1270.(M) 

2.545.(81 

.5(881.(8) 

1270.(8) 

Siirreiiefer  l)iv.' 

ItNMNI 

95.IM» 

190.(8) 

190.(8) 

95  (8) 

Net  (;*)st 

28.7.5- 

110.80 

199  1.52 

710.7.52 

.547.80 

■Av.  (lost  |>er  year 

1.442 

5.54 

9.902 

:J.5.842 

27  40 

Av.  (;*>st  ea  IKMMt 

.292 

1  11 

1.992 

7.172 

5.48 

Ac*-iimiilations'‘ 

.•W7..50 

487.15 

002.95 

7.50.0.5 

810.70 

A*l(litiuns* 

018  tM) 

885.(81 

1090.(8) 

725.(8) 

1 490.(8) 

'  Siirri*ii(l<*r  dixideiHl  payable 

only  on  siirrend(*r  and  only  if  di*clare 

*1  for  the  divi<|end 

y*ar. 

-  Ketiini  over  cost. 

•*  Aci  umiilate*!  ilividi-ixls  if  left  at  iiit«*r«*st 
*  Additional  insiir.iiice  purchases  if  divideml 

at  pr**sent 
Is  an*  left 

rat**. 

for  this  |)nr|xise. 

•  ('olixixis  1-4  extract***!  from  FI.ITCHAhT  (Y)Mf’KN'l),  195.5,  l‘'lit(Taft  liiisirjx)- 
rat***l.  7.5  Fulton  St.,  New  York  .58,  \.  Y.  (paK<*s  2t)ft-50I) 
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BUSINKSS  KDl’CATION  WOKLD 


1 


Patients 
who  type 

REMOTE-CONTROL 


GRACE  PAUL 


ONK  Ol’  1111!  MOST 

lyprwrittTS  fvrr  l)iiilt  has  lu-vrr 
Ix-cn  inaiiiihu'tiin'd  coiniiicicjally. 
And  it  prohahly  iicvfi  will  !>«•.  It  is 
a  two-part  t\ |)i-wi  iloi  drsii'iu-d  for 
haiidic'a|)p(‘d  persons  l>y  liitrriiatioiial 
HosiiK'ss  MachiiM's  ('OMi|)aiiy. 

riu'  iiiac'iiiiu'  was  d«‘V('lop('d  at  the 
siiyKostioii  of  Mrs.  I  honias  Joliii  Wat¬ 
son,  wiff  of  tlic  prrsitlrnt  ol  HIM. 
()l)s<-rvinn  paraly/,cd  vctrrans  who 
strnnulcd  to  do  soiiK-thinu  with  their 
useless  finders,  Mrs.  Watson  wtni- 
dered  il  some  of  them  eonid  not  use 
.III  electric  typewriter. 

(a-ttiii)'  an  electric  machine  into 
the  riuht  position  for  typing  was  a 
problem,  howev«*r,  for  all  electric 
typewriters  are  too  heavy  to  jdace  on 
a  patient’s  stomach.  She  decideil  that 
a  liuhtweinht  keyhoard  wonhln’t  he 
too  heavy  for  the  patients  if  thi-  ty|)e- 
writer  could  he  made  to  perform  hy 
remote  control. 

rh«‘  plan  worked.  Fourteen  of 
these  specially  (h-siKiieil  tyjiewriters 
were  scattered  in  veterans’  hospit.iis 
from  coast  to  coast.  Four  were  sup¬ 
plied  to  private  indiV'idiials.  I'he  irood 
aceom|>lished  hy  th(‘m  can  prohahly 
never  fx-  known.  V'l-ry  weak  patients, 
who  nei-ded  to  conserve  tlx-ir  streimth, 
have  heen  allowed  to  start  typing 
months  lx*fore  tfiey  would  otherwise 
have  heen  alile.  Heart  cases,  also 
without  e.xerting  themselves,  havi- 
heen  ahle  to  write  on  the  s|X‘ei.d 
niacliines. 

I’araly/ed  patients  with  little  move¬ 


ment  in  their  hands  c.ni  operate  the 
typewriter  because  the  slightest  tout  h 
will  move  the  keys.  I'lierapists  have 
devised  finger  stalls  to  give  weakened 
fingers  enough  strength  to  depress  the 
keys  even  before  the  hands  can  lx* 
moved  voluntarily. 

One  therapist,  watching  a  p.itient 
type,  reniarkt'd:  "Kven  if  he  Wfn- 
learning  nothing,  the  exercise  for 
those  weaketx'd  fingers  is  wondeifiil” 
l'y|)ing  is  classed  as  edncational  ther 
apy,  hilt  many  doctors  |)iescrihe  it 
inste.id  of  (H-cii|)ation.d  therapy.  It 
jirovides  exercise,  and  the  jiatient  he- 
conies  far  more  interested  in  typing 
hecanse  he  is  aeeomplishing  some¬ 
thing  for  himself. 

One  patient,  who  was  paraly/ed 
from  the  neck  down,  had  no  hope  of 
writing  ag.iin.  He  was  de|)n‘ssefl  Ix*- 
canse  lx-  eonidn’t  write  to  his  little 
d.inghters.  When  the  therapist  sng- 


IT  IS  FITTING  that  ihf  n  niolr- 
coutritl  typrtt  ritrr  mis  prcjKin’d 
for  htitulU'ttfiprd  porsotts,  hr 
ni\tsr  thr  u  ritinu  lutirliiur  o  as 
orinitadh/drt  rioprti  to  siirtoounl 
haodiraps,  as  n  i  ll  as  to  prot  idr 
iiratrr  ti  ork.  (A  inai  liiiir  fin  thr 
hlind  u(is  madr  as  rarhf  as 
IH5f).)  ,A  f tutor  nou  takrn  for 
iirautcd—thr  ahditif  of  thr  tt/pi 
II  ritrr  to  prrforni  fii'^trr  than  a 
prrsou  rail  untr—uas  loihrard- 
of  thru. 


gesteil  typing,  he  was  enthnsi.istic, 
he  followed  all  the  exercises  care- 
fiilly.  I'wo  of  his  fingers  were  braced, 
and  he  began  a  series  of  exercises  to 
en.ihle  him  to  reach  all  keys.  .Mthongh 
he  could  not  move  his  hands,  before 
long  he  could  leach  all  the  letters 
and  some  of  the  pimctiiation. 

His  first  letter  wasn’t  perfect,  hot 
to  his  l.miily  it  was  an  indie.ition  th.it 
he  might  recover,  and  to  him  it  was 
a  battle  won.  He  tixik  new  interest 
in  life,  began  to  plan  wh.it  a  paraly/eil 
person  could  do,  and  lx*  eventually 
was  dismissed,  well  enough  to  go  into 
business  for  himself. 

More  lortnnate  was  the  l.iwyei  who 
was  ahle  to  finish  college  Ix-fore  being 
afflicted  with  polio.  Moth  his  hands 
and  his  entire  body  from  the  neck 
down  were  |)araly/ed.  He  learned  to 
type  tni  the  rerixite-coiitrol  typewriter, 
developed  enough  strength  in  his 
hands,  and  then  progiessed  to  the 
wheel  chair.  He  is  still  unable  to  walk 
and  his  arms  will  scarcely  move,  fxit 
he  has  a  line  position  as  a  lawyei. 
.Another  (latitait  used  the  tyjx'writer 
to  take  eare  of  his  mail  order  business 
long  before  he  was  out  of  bed,  much 
less  out  ol  the  hospital. 

'Iliese  are  a  few  of  the  patients 
who  have  taken  a  new  lease  txi  life 
because  of  this  nniisiial  typewriter 
th.it  gave  them  new  hojx*.  Aixl, 
though  never  built  in  <|ii.intity ,  tlx- 
lemotr- control  typewriter  h.is  e.irix-d 
its  sill. ill  niche  in  the  history  of  the 
writing  m.iehine. 
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MACHINES  MAKE  A  BIG  DIFFERENCE  IN  BOOKKEEPING 

(Continued  from  jtane  21) 


IrUeatate  into  existing  units.  Aftrr 
leachini;  the  use  of  control  accounts 
and  subsidiary  ledgers,  explain  the 
use  of  the  machines  that  prepare 
these  ri*cords.  Payroll  rec<irding  can 
also  be  integrated.  Demonstrations 
can  l)e  arranged  with  sales  outlets  of 
business-machine  companies,  with 
local  industrial  conc'ems,  or  with  a 
bank  field  trip.  Wben  a  demonstration 
is  plann<*d,  the  pr(K-ediire  should  be 
related,  step  by  step,  to  the  manual 
o|M‘rations  taught  in  class.  It  should 
Im*  made  obvious  that  the  b<H)kkeep- 
ing  or  aix-minting  machine  is  only  a 
IalM>r-saving  <levic<',  and  that  it  d(M‘s 
not  change  the  th<*ory  of  l)<M)k> 
keeping. 

Instruct  in  a  special  class  perunl. 
One  p4‘ri(Nl  near  the  close  of  the 
si'cond  semester  c*an  relate  cIassr(M)m 
teaching  to  machine-prepared  busi¬ 
ness  recorf  Is.  The  basis  f)f  such  in 
struct  ion  can  bf*  a  |)aniphlf‘t  such  as 
"Mow  to  Save  Money  on  Your  Ac 
counting,"  published  by  the  National 
Oash  Register  Oompany,  Dayton, 
Ohio. 

Use  sju’cial  reports  and  duKfrlays. 
HfMikkeeping  and  accounting  machines 
make  ifleal  subjects  for  reports  and 
bulletin-lHtard  displays.  Informative 
literature  is  available  (free)  from  most 
business-machine  manufacturers  in 
the  country. 


Punch-Cord-Equipment 

There  ordinarily  wtmld  be  n«) 
reasfHi  to  disc'iiss  punch -card  or 
electronic  efjuipment  in  the  Ixxikkeep- 
ing  class.  A  field  trip  to  a  firm  whf*re 
there  is  such  e()uipment  is  always 
fascinating,  but  seldom  impn»ves  the 
students’  knowlcflge. 

The  variety  and  complexity  of  the 
efpiipment  make  it  difficult  to  relate 
it  to  manually  prepared  records  in  a 
short  time.  In  tla*  event  that  a  num- 
lM‘r  of  students  are  normally  hired  by 
companies  using  .such  erpiipment,  a 
demonstration  and  discussion  n'lating 
the  system  to  classrwm  instniction 
should  Im‘  given  in  the  lMM)kkt‘f‘ping 
course.  This  should  Im*  done  even  if  it 
is  necessarv  to  use  several  class  periods 
tf»  teach  effectively  the  frasic  rela¬ 
tionships. 

The  bookkef>|>ing  course  can  be 
related  to  practical  business  in  an 
effective  manner.  Limited  use  of 
adding  machines  provides  a  realistic 
atmosphf're  and  encourages  arithmetic 
rea.soning.  Demonstrations  can  be 
planncfl  to  show  machines  accom¬ 
plishing  prfK'ediires  already  taught  in 
the  classrfMim.  The  In'iiefits  gaini*d 
are  worth  the  short  time  taken  from 
the  course.  Students  will  then  no 
longer  imply  that  actual  business 
practice  is  different  from  what  was 
taught  in  their  IxMrkkf'ejung  class- 
riMtms. 


READY-TO-USE  TEST  , 


I  GENERAL  BUSINESS  TESTS: 

I J.  Insurance 

- ► 

I  INEZ  RAY  WELLS 

Otiio  State  University.  Columbus,  Obio 

THIS,  the  third  in  .1  series  iil 
Cieneral  Business  Tests,  is 
based  on  a  unit  common  to  tin* 
leading  textlxroks  in  the  field. 

The  correct  answer  to  each  ques¬ 
tion  is  indicated  in  italic  type. 
There  are  .'50  objective  ({uestions, 
which  rtjay  be  scorf*d  either  bv  the 
|M)int  .system  (2  points  for  each 
correct  answer)  or  by  normal-curve 
distribution. 


IF  YOU  HAVK  a  successful  test 
on  any  business-education  subject 
and  are  willing  to  share  it,  .send 
it  to  us;  we  will  send  you  $10  if 
it  is  accepted  for  publication.  It 
must  Im*  on  om*  topic,  mu.st  Im* 
usable  with  anv  textlniok  on  the 
subj<*ct,  and  permission  to  dupli- 
catr*  it  must  lx*  given.  Be  sure  to 
enclose  corrt-c-t  answers. 


BUSINESS  SCENE  (('ontinued  fripm  pane 

coiiragement  or  promotion.  Neverthe 
less,  the  presumption  is  that  it  will 
grant  an  ex|X)rt  liscense  if  the  com- 
mixlity  is  not  in  short  supply  and  not 
on  the  prohibit<‘d  list.  The  first  sign 
indication  of  the  lilx'rali/.ing  of  trade 
regulations  will  lx*  the  easing  of  travel 
restrictions. 

Sox  Hav«  Financial  Hole 

This  year  has  marked  the  entl  of  the 
line  for  minor-I(*ague  baseball  in  To- 
IlhIo,  Ohio.  The  MiIwHuk(*e  Braves, 
owners  of  the  Tohxlo  Sox,  will 
shift  their  American  .\ssociation  fran¬ 
chise  to  another  city.  The  Braves  say 
they  have  dropped  $2.'50.(HK)  over  the 
la.st  two  years-even  though  the  club 
was  third  in  league  attendance  each 
year. 

Where  the  club  will  move  isn’t  defi¬ 
nite,  but  its  specifications  show  what’s 
wrong  with  minor-l(‘agne  baseball.  It 


7) 

wants  a  city  without  expressway  links 
to  a  major-league  center,  ami  one  be¬ 
yond  the  range  of  major-league  teh*- 
i'asts. 

Made  in  Japan— Again 

Japanese  sales  to  the  United  States 
are  iMximing.  During  the  first  six 
months  of  this  year  they  wer<*  more 
than  25  per  c'ent  above  1954.  The 
total  volume  for  1955  will  probably 
top  the  million  pr«*war  record 

of  1957.  That’s  the  outimik  as  Japa¬ 
nese  exporters,  and  Unit<*d  States  iin- 
jxirters  rush  to  take  advantage  of  the 
Christmas  season— and  the  new  tariff 
reductions. 

More  and  more  .American  stores, 
especially  in  the  Eiist  and  on  the 
West  C^oast,  are  carrying  Japanese 
giMxls  —  toys,  cameras,  chiuaw  are. 
sewing  machines,  furniture,  ladies’ 
blouses,  cashmere  sweaters,  silks. 


( ihristmas  ornaments,  pearls,  etc.  .Add 
these  items  to  heavy  imports  of  ply- 
woikI,  tuna,  and  cotton  cloth,  and  you 
have  a  real  movement  into  the  Amer¬ 
ican  market.  By  m*xt  year,  Japan  will 
be  pushing  (ireat  Britain  for  first  plac-e 
among  the  indu.striali/.<‘d  nations  .sell¬ 
ing  to  the  United  States. 

Behind  these  rising  imports  is  our 
strategy  of  helping  our  main  ally  in 
the  northern  Pacific  to  lx*come  rvo- 
nomically  strong. 

Not  to  Stalk  Stocks 

Reports  that  the  Fulbright  C’om- 
mittee  will  have  another  Imik  at  the 
st(x*k  market  are  unfoun(h*d— so  far. 
Staff  director  Robert  Wallace  .says  the 
committee  is  currently  studying  phases 
of  market  activity,  such  as  insider 
trading,  proxy  fights,  and  over-the- 
counter  securities.  He  adds,  however, 
that  the  committee  is  always  inter- 
estixl  in  dramatic  pric«*  changes,  aii<l 
dm'sn’t  rule  out  hearings  iu*xt  year. 


28 


BUSINESS  EDUCATION  WORLD 


SiCTION  1 

Head  »-ai  h  stuteiiiciil,  lliru  t  ircU-  tin*  wtml  Tnu'  or  FuIm’. 

1.  Risk  of  financial  loss  is  cant'd  economic  risk.  True  Kalsc 

2.  If  a  car  owner  who  t  iirriitl  $l()0-<lctliictil>le  col¬ 
lision  insurance  on  his  cur  should  dainatte  bis 
car  to  the  extent  of  $123,  he  could  cxdlect  $100 

from  the  insurance  company.  True  Pulse 

3.  Tlie  cost  of  aiitomohile  insurance  for  people  liv- 
inn  in  cities  is  usually  greater  than  the  cost  for 

pt-ople  living  in  rural  areas.  True  False 

I.  'I  he  cost  of  lire  insurance  on  honsi's  ItK-atetl  in 
cities  is  usually  greater  than  the  cost  on  houses 

liM  ated  in  rural  areas.  True  Pulse 

3.  ’I  lie  cost  ol  aiitomohile  insiir.ince  in  cities  with 
.1  high  at'i'ident  rate  is  nsnally  greater  than  the 
cost  in  cities  with  a  low  accident  rate.  True  False 

0  'I  he  cost  of  fin-  insurance  on  lioiivs  in  a  <’it> 
may  In-  <hH.'rea.seif  if  the  ellicieney  ol  the  lire  de¬ 
partment  is  iiK Teased.  i  rui  |-  alsi 

I  Husiness  partners  are  allowed  to  t.ike  out  insnr- 

anc«!  on  each  other’s  lives.  True  I'.ilse 

8.  If  a  iHTson  who  has  an  insurance  policy  on  his 
own  life  fails  to  pay  the  preininni  when  it  is 
due,  the  |xilicy  is  canceled  anil  the  |Milicyholder 
loses  what  he  has  paid  to  the  company.  Trin‘  Pulse 

\Ir.  Brown  has  an  insnr.mce  ixilicy  for  $.3,(HMI, 
which  has  Ix-en  in  force  for  five  years.  If  he 
wislu'S,  he  may  Fxirrow  S.3,(MK)  from  the  nisnr- 
.ince  comp.my,  using  his  jMilii  y  as  security.  Tnn‘  Pulse 

l<>  .A  warehoiisenian  may  take  out  lire  insurance 
on  other  ix-ople’s  property  stored  in  Ins  wan - 
hoiis<‘;  and,  if  the,  jirojx  rty  is  damageil  or  de¬ 
stroyed,  he  may  collci  f  the  insurance  money.  True  False 

II.  It  is  a  waste  of  inoiics  to  insure  property  for 

more  than  it  is  worth  iH-canse,  in  case  ol  total 
loss,  the^  niaxinmni  uniomit  colicctihle  is  the 
proiM-rtv's  true  value  at  the  time  ol  loss.  True  False 

12.  The  older  a  person  is  win-n  he  takes  out  life  in¬ 
surance,  the  more  he  has  to  pay  lor  it.  I  rue  False 

13.  Fire  insnrancr*  on  a  house  usually  includes  in¬ 
surance  on  iM-rsonal  proiwrty  in  tlie  house  I  me  Pulse 

I  I.  I’l'ople  who,  iM  canse  of  physic.il  handicaps  or 
|xKir  health,  cannot  s»*cnre  life  insnr.mci:  indi¬ 
vidually  are  allowed  to  participate  in  group  lile 
insurance  pl.ms.  True  F.ilsc 


SiCTION  2 

I’rotection  from  financial  loss  resulting  from  most  of  tln‘  situ¬ 
ations  listed  Ix-low  can  Iw  covered  liy  some  ty|M*  of  antoiiiohilc 
insurance.  Write  after  each  statement  the  letti-r  indicating  the 
type  of  auto  insiirancr  that  applies.  II  none  applies,  write  E. 

(A)  (aillision.  (B)  Ooniprehensive.  (i'.)  I’roperty  damage. 

(D)  Biihlic  liability  (or  iMnlily  ininry).  (F, )  Not  covered. 


13.  The  owner’s  car  is  d.imaged  by  firi'.  li 

IB.  The  owner’s  car  is  stolen.  H 

1 1.  One  ol  the  windows  in  the  owiut’s  car  is  broken.  H 

18.  A  traveling  bag  is  stolen  from  the  owner’s  cai.  p. 

IB.  I  h«‘  owners  car  runs  into  a  trci-  and  is  bailly  damaged.  .A 

2B.  I  he  owner  of  a  I'ar  is  res|)onsible  lor  an  acciilcnt  in  whit  h 
a  iXTSon  riding  in  another  car  is  hurt.  /) 

21.  A  |M‘rson  riding  in  the  other  tar  is  killed,  and  suit  is 

brought  by  his  survivors.  /) 

22.  A  person  riding  in  the  owner’s  c.ir  is  hurt  as  the  result 

of  an  accident.  y.. 

23.  I  he  owner  s  car  runs  into  and  damages  another  car.  (' 

2‘1.  I  be  owners  car  runs  into  an<l  d.images  a  bnihling.  (' 

2.3.  I  he  owners  car  runs  off  the  road  and  upsets,  and  the 

<  ar  is  damageil.  .\ 

2(i.  A  s|xitlight  and  outside  mirror  on  the  owner’s  car  an- 
damaged  by  someone  while  the  car  is  p.irked  /{ 


SfCTION  3 

In  the  senteiK  es  In  low,  one  or  more  words  are  needed  to  make 
tln^  statement  coni|>lete.  Write  the  inta-ssary  woril  or  words  at 
the  right  of  each  s*Tit«Tice. 

27.  The  iXTson  to  whom  a  life  insurance  |Nilicy 

is  made  payable  is  known  as  the - hetu’fieiunj 

28.  Till'  sum  of  money  paiil  to  an  insurance 

coiiipanv  for  protection  against  |M)ssible 
financial  loss  is  known  as  the - premium 

29.  Tlie  written  contract  made  by  the  itLsiirance 
company  anil  the  person  insnreil  is  known 

as  the  insurance - luilU  y 


30.  A  fonn  of  health  and  accident  insurance 

that  state  law  reipiires  employers  to  carry  for 
the  Ix'iiefit  of  their  emplosei-s  is - 

31.  If  a  ixTsoii  would  suffer  financial  loss 
through  another  imtsoii’s  ileath,  he  has  a(ii) 
- Ill  th.it  in  rsoii’s  life. 

V2.  Insurance  th.it  may  lx-  changed  to  another 
tyjx-  is  said  to  lx* - . 

33.  .An  insurance  jxilny  th.it  entitles  the  polic)i- 
holder  to  share  in  the  insuraiue  company’s 
c.irnings  is  a(n)  - jxilicy. 

v(.  Insurance  that  is  issued  to  a  iinmlx-r  of  em¬ 
ployees  ol  the  s.mie  coinp.iny  as  a  unit  is 
calleil - insnr.ince. 

13.  The  ainonnt  of  iiioncy  th.it  an  insnr.inie 
comnany  will  |iay  a  ixilics holder  it  he  sur¬ 
renders  the  |x»hcy  liclore  its  maturity  is 
know n  .IS  the - 

IB.  Iiisiir.inie  that  is  sold  to  workmen  in  small 
aiiioimts  and  on  which  |ircminms  .ire  col¬ 
lected  weekly  IS  i.dicd - . 

17.  Monev  |).iul  by  the  st.itc  to  |XTsons  tern- 
IMirarily  out  ol  woik  is  c.illeil - 


uurkmeu's 

einupetisu/uitt 

insurable 

interest 

convi'rtible 

partieipatinn 


Uroup 


rush  surreiulei 
1  ulue 

nulu.slriul 

insunime 

uuempU>ymenl 

eumpensutiiut 


SICTION  4 

lo  the  right  of  c.ich  ol  the  following  statiTiients,  write  the 
letter  of  the  phrase  th.it  Ix-st  <•onlpletes  the  st.itemeiit. 

18.  liisiiraiK'c  is  vahi.ible  iM-cansi'  it:  ( <1 )  prevents  a  loss 

from  ix.'cnrring,  (/>)  reduces  the  hkelihixHl  ol  a  loss  ixcnr- 
ring,  (c)  helps  to  comix-nsat''  if  a  loss  dix-s  ix-cnr.  < 

19.  The  one  feature  common  to  all  tyix's  ol  life  insurance  is. 

( (i )  it  furnishes  financial  coin|x-nsation  to  the  Ix-neficiarv 
if  the  insured  dies;  (h)  it  provides  a  cash  value  to  the 
insured  |M*rson  if  he  wishi'S  to  discontinne  premium  pay¬ 
ments,  (e)  it  provides  income  after  a  stated  time  if  the 
insured  person  is  still  living  u 

19.  Air.  Smith  owns  a  house  on  which  he  carries  insurance 
.igainst  fire,  damage  by  wind  and  hall,  etc.  If  he  sells  his 
house,  he  slioiild;  (ui  transfer  the  nisiiraiK  i-  |x>licy  to  the 
new  owner  and  ask  for  p.iyment  ol  the  amount  sjxtiI  foi 
the  unexpired  part  ol  the  insnr.ince,  ( />  I  notily  the  insiir- 
.ince  com|)any  that  he  no  longei  owns  the  lioiisi'  and  ask 
for  a  rciinbiirseinent  of  the  nnex|)ired  ixirtion  of  tin 
insurance,  (c)  keep  the  ixilicy  ainl  ask  for  iiayment  ol  the 
insurance  if  the  house  slionld  be  damaged  or  destroyed  h 
II.  Mr.  Smith  decides  to  kee)i  the  insiirani  e  |xilicy  on  the 
house  he  has  sold.  If  the  house  is  damageil  by  file,  the 
insurance  com|)any  will;  (u)  |).iy  Mr.  .Smith  the  amount 
I  ol  the  damage,  (  h )  p.iy  the  new  owner  the  amount  ol  the 

damage;  (e)  refuse  to  p.iy  either  of  the  two.  < 

'  12.  Mr.  Brown  is  a  young  man  with  a  wife  and  three  sm.dl 

children.  The  life  insurance  |Milicy  that  would  iirovide  thi- 
most  financial  protection  lor  his  detxTidents  at  the  lowest 
cost  is:  (a)  endowment;  (h)  limited-payment  straight 
life;  (r)  term  insurance.  > 

I  1.  I'he  ixilicy  iirovidmg  the  largest  investment  or  saving, 
combined  with  insiir.iiu  e  protection,  is;  («)  endowment, 
ihl  limited-payment  straight  life,  (e)  term  insurance.  u 
II.  The  least  expensive  kind  of  permanent  life  insurance  is. 

(a)  endowment,  (h)  limited-payment  life,  ( c )  str.nght  oi 
whole  life.  < 

13  Money  c  an  b»-  saved  by  (laying  a  life  insiiraiw  e  (Xilii  y 
(iremiuin:  (a)  annually,  (h)  smiiiannually,  (c)  i|narterly.  a 
4B  A  lire  insuraiue  preinmm  is:  (u)  p.iyable  at  the  iH'ginning 
of  the  term  oi  the  insiiranco  (xilicy,  ih)  (xiy.ible  at  the 
end  of  the  term  of  tin*  insurance  (xilicy,  ie]  (layable  at 
the  time  a  loss  (x<  urs.  u 

47  The  ti-rm  of  an  insur.mcf*  jxilicy  is:  («)  the  (leriiMl  of  tune 
for  which  the  (x'rson  or  |)ro|x*rty  is  msiirerl,  ( /> )  the 
agrei'inenl  betw«*r*n  tin*  r'ompaiiy  aiul  the  |x*rson  whose 
l>ro|x-rty  or  life  is  insiireil,  (cl  the  nu-tluMi  by  which  (>ay- 
iiient  is  to  be  made  in  casi*  of  loss.  u 

18.  Mr.  VV'alker  insured  his  hoiisr*,  whiih  is  worth  $I3,(K)9, 
for  $l2,9<Ki.  If  tin*  housr-  is  totally  rh*stroye«l,  the  insiir 
ance  comii.my  will  (lay  him:  («J  $13,9<)<(,  (h)  $l2,iMK». 
(c|  l«*ss  than  $12,0<K(.  h 

39.  Mr.  (lr«*en  insured  his  housr*  for  $I.3,(MM).  .Siiu  e  the  in 
surancr*  was  takr  n  out,  the  lioiiv*  has  de()reciated  in  value 
and  is  now  worth  $12,0tKl.  If  tin*  house  is  totally  <ie- 
stroyerl,  the  insurance  coni|)any  will  pay  him.  ( u  | 
$I3,I»90,  (h)  $12,<K)9;  (e)  less  than  $12,<HHI.  h 

39.  .A  house  that  is  insur>‘d  is  damaged  by  fire  but  not  totally 
destroyerl.  VV'hile  the  fire  deiiartnieiil  is  fighting  the  fire, 
certain  other  damage  (k:<  urs.  Th«*  damage  re|>resentmg  a 
loss  that  is  tuit  covered  by  tin*  fire  insurance  (xilicy  is:  t  a) 
w.dl|>a|N'r  d.imagerl  by  smoke  (li)  ,i  diNtr  d.imaged  by 
lirciiicn’s  h.iti  bets,  ( /  1  .i  diNir  t.iken  by  ,i  s|n  (  t.ilor  i 
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ROUNDTABLE  DISCUSSION 

(Ciiiititiuitl  fniin  ikiu*'  l-i) 


teaching  aids 


jane  P.  yM  M  I  X  E  Georgia  State  College  for  Women,  Milledgeville,  Ga. 

For  filing  cIosms.  ^  gnklt*  lor  tlio  retention 
.111(1  suf(*k<‘(‘|)jiig  of  IxisiiK'Ss  records  iius  Im'cii  pri'partHi  hy  Ht'rriiiK'Hall' 
Murvrri  Sale  (loiiipaiiy,  llaiiiilloii,  Ohio.  Two  vital  <|ii(‘stioiis  are  answer(‘d  in 
the  IxMiklet:  I.  Mow  long  are  yon  n'cpiiri'd  t(»  keep  your  hnsiness  records; 

2.  Ilow'  can  yon  Ix-st  safeguard  valuable  records  Iroin  l<jss  by  fire'r'  Write  for 
“Mow  and  Mow  Ixaig  Sbonid  Hnsiness  Hecords  He  Kept':*’’  Single  copies  free. 

Monov  monogomont.  Kigbl  new  Ixxikb'ts  in  tin*  MKfJ  inoiu'y  inanageinent 
s<*ries  Ii.ive  recently  Ix^en  released.  They  are:  “Vonr  Shelter  Dollar,”  “(diil- 
dren’s  S|)ending,”  “Your  Olotbing  Dollar,”  “V(jnr  Mome-Fnrnisbings  D<tllar,” 
"Yonr  K(|nipinenl  Dollar,”  “Your  Hndget,”  “Young  McKlerns,”  and  "Your  ImmmI 
Dollar.”  All  may  Iw  ordered  lor  10  cents  each  from  Ix'one  Ann  Mener,  Director, 
(Consumer  Kducation  D(‘|>artm(‘nt,  Monsebold  Finance  Corporation,  919  North 
Nfichigan  Avenue,  (Chicago  II,  Illinois. 

Typing  cIosms.  Are  yon  acrpiainted  with  the  aids  pnhiished  by  the  .South- 
Western  Fnhiishing  Company,  Cincinnati,  Ohio’:*  Typcuritinn  Sews  is  pnh 
lished  once  each  yi'ar.  It  contains  meth(Mls  and  motivatrng  devic<‘S  that  lend 
tfiemselves  to  classr<Mini  l(‘aching.  “Psychological  Principles  of  'leaching  1  ype- 
writing"  and  “What  Makes  a  (axHl  'rypewriting  ’rexth<H)k”  both  contain  lielpfnl 
suggeslkms  lor  improving  yonr  ti'aehing  techni(|n(‘  in  typ(‘writing.  Kach  ol 
these  three  items  is  free. 

Any  teacher  using  2(Klt  dettiury  Typewrithia  or  C'o//ege  Typen  rilitm  may 
obtain  fr(*(*  a  typewriting  spc'ed  chart  that  provid(‘s  space  for  42  students  to 
record  gross  s|>eed  and  the  net  sjieed  of  timed  writings.  A  Progress  Chart  (in- 
rlnding  an  (‘iror  analysis  table)  and  a  t<*chni(|n<*  ch(‘ck  list  may  each  he  Ixxight 
lor  2  cents  apiece,  or  KM)  for  $2. 

Grad*  av*raging.  M.ivi*  yon  heard  alxnit  (>rade-()-Matic,  the  automatic 
grade  averager  Model  .5A‘:*  David  A.  Herry,  who  has  recently  organized  the 
F.dncational  Aids  and  Devices  Company,  .‘MJ42  Millhnry  .4 venue,  Haldwin 
Park,  California,  presents  this  first  development  in  a  new  series  of  teaching 
aids.  If  yon  have  a  large  nnmiH'r  (»f  grad(‘s  to  av(‘rag(>  lor  each  stiuhnit,  this 
will  ea.se  yonr  Ironhies.  It  is  available  in  lMM)k  stores  lix-ated  in  various  teacher- 
training  institutions,  or  may  he  obtained  by  sending  $2  dir(‘ctly  to  Mr.  H(‘rr\ . 

Business  management,  i'he  Hnrean  ol  Hnsiiu'ss  Management,  (!ollege 
«»f  (Jominerce  .nid  Hnsine.ss  .Administration,  University  of  Illinois,  (kmimerce 
Annex,  Urbana,  Illinois,  has  nnmerons  particularly  line  publications  on  busi¬ 
ness  management.  From  their  current  list,  here’s  a  .selection:  Hridgefing  for 
Profit,  The  How  of  Surressful  Sellitin,  Office  Work  Standards,  Modernizinn 
Offu'c  PriH-ednres,  Seh'dinn  Office  Workers,  Retail  Merchandise  Planning,  and 
Tedcral  Services  Availahlc  to  Small  Hn.vtrie.v.s.  F.ach  costs  2^  cents. 

Shorthand  Awards.  'Ihe  Fsterbrixik  Pen  Company,  Camden,  New  Jersey, 
(ontinnes  to  s|M>nsor  its  annual  (>regg  Shorthand  Cont(‘st.  There  ar(‘  line 
awards.  Write  lor  information  about  this  contest  (see  the  coii|>on  on  page  .1) 
and  ask  lor  their  lit<‘ralnre  on  “Mow  t(»  Make  Yonr  Fountain  Pen  (live  Hetter 
Perlormance,”  which  includes  three  shorthand  lesson  plans.  An  Ksterbr<M)k 
fountain  |>en  is  given  to  all  teachers  who  enter  fifteen  or  more  students. 

CorrectUm:  Wall  charts  of  the  Friden  Fully  .Automatic  Calculator  (page  II. 
Octolicr  i.ssuc)  arr  priced  at  one  dollar  by  the  Friden  ('alculating  Machine 
Company,  Inc.,  San  Iz'andro,  California. 


I  togethei,  the  thing  they  talk  alxnit 
more  than  any  other  is  the  mechanics 
~  toi  taking  what  the  counselor  has 
learned  and  potting  it  into  .iction 
convincing  tlu*  parents  that  this  girl 
of  tiu'irs  shouldn’t  take  shorthand  — 
or  should,  csinversely— In'caiise  the 
youngster  comes  to  the  point  of  mak¬ 
ing  a  high  scluxil  decision  inlhienced 
much  more  by  casual  comiiK'iits  ol 
relatives,  and  what  she  sees  on  'I'V , 
than  sh(‘  is  by  tests  in  junior  high 
scIkkiI. 

Int.:  There  is  another  lactoi  heie. 
You  mentioned  s(im(‘thing  alxint  a  giil 
saying  that  sIk*  had  to  take  a  music 
course  in  high  scIkhiI,  ;nid  it  turned 
out  to  lx-  no  g<xxl  to  her.  The  factor 
involved  here  is  that  the  student- 
going  into  the  ninth  grade,  for  in- 
^  stance— although  he  or  she  thinks  he 
knows  what  he  wants,  may  not  actu¬ 
ally  know.  Therelote,  the  sclxxil  pre¬ 
fers  to  give  students  other  courses 
I  Ix'sides  the  actual  skill  courses  and 
^  rclat(‘d  courses,  so  that,  if  they  change 
^  their  minds,  they’ll  have  something 
^  to  reach  out  lor.  Yon  people  in  your 
¥  position  say  that  yon  need  this  skill 
J  development,  the  business  course  de- 
i.  velo|>ment,  .iiid  time  is  devoted  to 
I?  other  courses.  Hut  it’s  almost  inevi- 
i  table  that  it  should  continue  to  be 
I  that  way;  it’s  very  unlikely  that  they  II 
I  drop  these  extra  courses. 

I 

See.:  Hut  isn’t  it  much  more  impor 
^  t.uit  to  teach  peo|)le  how  to  earn 
?  their  own  living  than  it  is  to  cn- 

I  courage  the  cultural  subj(*cts‘:*  Don’t 
1  they  have  adult  courses  in  the  eve- 
I  ning  colleges,  if  people  want  to  study 
the  arts':*  Isn’t  it  far  more  important 

Ito  teach  people  how  to  spell?  Industry 
is  pr(‘pared  to  explain  to  th(‘m,  to 
indoctrinate  them  in  its  own  partic- 
§  iilar  vixabulary,  but  wby  should 

I  industry  have  to  teach  people  how  to 
I  spell? 

?  Sl  l’.:  Well,  I  think  that’s  espccialK 
due  to  the  lack  (»l  Latin.  Wc  had  to 
s|X'II  v\hen  wc  went  to  sclxxd.  Latin 
gives  you  the  word  structure  ol  al 
>  most  every  word. 

I  Im.:  Hut  L.itin  recpiires  a  known 

^  level  ol  intelligence,  aixl  that  level 
I  is  :«lx>V(‘  the  national  average  lor  high 
§  .schools.  .And  yet,  you  see,  there  base 
J  been  many  dix-toral  studu's  that  have 
^  shown  that  you  can  teach  people  more 
alxxit  word  usage  in  one  semester  of 
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icont  u.sane  than  you  can  in  ioiir  years 
ol  Latin. 

.SeH.:  Well,  then,  eonhin’t  we  liav«> 
a  relr<‘shei  course  in  s|M-liini'  in  the 
last  veai  in  hiuh  sehiMilr' 

Ini.:  What  course  tune  would  yui 
drop  to  make  room  loi  it? 

Sl'I'.:  I  wish  to  re-emphasi/.e  the 
value  ot  theor\  and  speed.  It  you 
have  to  eliminate  some*  other  courses 
to  take  care  ot  that  refreslu-r  course, 
or  a  practice  course,  let  the  retresher 
course  he  in  shorthand  and  typin^. 
and  eliminate  the  oHiee  |)ractiee 
|>eri<Kl,  lu'cause  no  two  offices  do 
their  clerical  work  the  same  way. 

.Sl'I*.;  Isn’t  it  true,  also,  that  the  use 
of  office  machines  is  tauuht?  I  think 
the  time  spent  on  that  should  he 
switched  to  the  other  skills.  If  a  ^irl 
wants  to  Im-  a  secretary,  let  her  con- 
eentrate  on  tyiiin^,  shorthand,  and 
Kn^lish. 

Sl'I’.:  I  think  industrx  is  prepared  to 
teach  the  use  of  eipiipment- office 
machines.  What  they  don’t  want  to 
do  is  to  teach  the  three  H’s.  'I'hat’s 
where  we  feel  cheated. 

Im.:  Hut  can  small  husiuesses  take  g 
the  time  to  t<-ach  subjects  like  filiu^. 
which  are  part  ol  the  office  luaetiee?'  * 

Ini.:  Hememher  that  10  per  cent  ol 
^irls  who  Kiaduate  from  hi^h  school 
as  husiness  trainees  ^o  into  offices 
where  they  are  the  oiihf  employee. 

Sl'I’.:  Hut  don’t  you  find  that  when 
thev  have  had  a  course  in  office  ma- 
chine.s,  and  you  ask  them,  “(.'an  you 
work  this':'’’  and  you  put  tlii'in  at  the 
machine,  they  really  can’t?  You  ask 
them  whv,  and  they  say,  “Well,  we 
were  only  on  that  machine  for  .1  few 
minutes,”  or,  “I  practiced  on  a  dif¬ 
ferent  model.” 

Sl'I’.:  I’d  like  to  say,  on  the  other 
side,  that  just  recently  we  installed 
a  recorded  telephone  dictation  sys¬ 
tem;  and,  much  to  my  relief,  I  found 
that  some  of  the  students  who  havi- 
come  from  the  hit'll  schools  have  had 
dictatint'-machine  transcrihinti  in  hit^h 
schiHil,  and  it  has  made  our  joh  a 
little  hit  easier.  At  least,  thev  under¬ 
stand  what  is  ex|>ected  of  tlieni,  what 
they’re  uoint;  to  hear,  and  a  little  ol 
the  techni(|ue.  Thi*  first  step  had  Im  cii 
accomplished  Iwfore  we  got  to  them. 

I\r.:  Well,  1  am  deli^literl!  Somelxxly 
at  last  has  said  soinethinc  nice  ahoiit 
school  pr’ople! 

(To  lu'  ronrludcd  itt  the  nrxt  i.ssur) 
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JOHN  J.  GRESS  Hunter  Cotlege,  New  York,  N.  Y. 

Since  our  home  was  floodeci  hv  the  rattint; 
Delaware  Hiver  in  late  .August,  I  havi*  Im’cii  forced  to  collect  my  materials  all 
over  again,  including  those  for  my  “.Shorthand  ( ,'orner.”  Hy  now  you  teachers 
of  first-term  (iregg  shorthand  must  he  wi’ll  into  the  new  manual.  If  you  haven’t 
started  using  the  sei-ond  edition  of  the  (.’regg  Sliorlhiiiid  MohiiiiI  Sirnp/i/w'd, 
you  may  want  to  lend  an  ear  and  discover  just  wh.it  the  authors  of  this  new 
edition  have  done  to  make  teaching  less  hurdensome  for  you  and  more  inter¬ 
esting  to  your  future  speed  demons. 

My  own  stmlents  wen-  ipiite  impressed  hv  the  change  in  |>hysieal  appearance 
ol  the  new  text.  \  Ixiok’s  format  h.is  a  definite  psychological  Ix-aring  on  the 
student’s  attitude  toward  le.u ning-/)rirficn/r/r/i/  r/nring  t/iove  first  ffw  ami 
fonnativr  ut  t’ks  of  itistna  lion.  'I'he  authors  have  provided  a  teaching  package 
with  "earry-honie  appeal.”  I'he  students  actually  take  it  home  with  them  at 
the  end  of  the  school  <lay. 

A  series  of  "Did  you's?"  has  Ih  cu  introduced  hv  the  authors  to  mininii/.e 
the  time-wasting  practice  ol  students  asking  ipiestions  during  the  lesson.  .Six 
“Did  yon’s’?”  are  included  in  the  very  first  lesson,  p.iges  Iff  through  Id  ol  the 
Manual.  'I'he  following  is  an  example  from  I'ar.  (i  on  page  12:  “Did  you  notice 
that  the  a  circles  are  large,  the  e  i  ircli’s  tiny'?”  'I  here  is  great  teaching  value  iu 
such  a  line.  Note  the  em|diasis  on  the  “large”  and  the  “tiny”  in  regard  to  the 
si/e  ol  the  two  circles. 

Let  us  not  overliHik  the  teaching  v.iliie  ol  these  ipiestions  that  test  the  stu¬ 
dents’  grasp  of  the  theory  under  diseiission.  While  every  goo<l  teacher  will  call 
these  teaching  aids  to  the  attention  of  her  students,  it  stands  to  reason  that 
there  are  many  periixls  when  important  high  lights  are  passed  over  heeause  ol 
unusually  heavy  teaching  hiirdens.  I  herefore,  the  inclusion  of  “Did  you'?”  aids 
automatically  insures  complete  coverage  of  the  particular  lesson  involved. 

Lipially  helpful  to  the  teacher  and  the  student  are  the  “punch-line”  de¬ 
scriptions  that  immediately  precede  the  new  theory  to  Ix’  presented.  I'hese 
paragra|)hs  are  written  in  a  direct,  dow n-to-the-studeni  level.  In  my  own 
classroom,  I  made  a  special  effort  to  cheik  on  the  group’s  ability  to  giasp 
the  meaning  ol  the  theory  to  he  presented  following  the  descriptive  paragraphs. 
In  most  instane<’s,  I  discovered,  thc\  were  able  to  do  so. 

Something  new  has  been  added  to  the  revised  manual-a  “Hea<ling 
I'ractice”  exercisr-  consisting  of  nine  sentences.  I'ar.  II,  for  inslanee,  at  the 
end  of  l.esson  I,  page  i  f,  is  a  life-saver  in  the  heitic  days  of  the  first  few 
weeks  of  instruction.  .Such  an  exeu  is<’  gives  the  beginning  student  a  rr-al  feeling 
of  accomplishment;  it  m.ikes  him  aw.iie  that  he  can  actually  read  .shorthand 
sentences  after  just  on«-  pericxl  ol  instnu  tion. 

How  ofl»-n  have  you  opeticd  the  new  year  with  a  “hang  up”  piesentation, 
only  to  he  interrupted  hy  the  |)rin<  ipal,  who  harged  into  the  classr«Mim 
demanding  the  answer  to  a  (picstion  that  had  no  immediate  classrixxn  appli¬ 
cation.  Of  course,  the  ( oiivers.ition  t<x»k  you  into  the  hallway,  while  your 
students  wer»’  left  on  their  own.  Did  they  continue  their  study  of  “p<»t  Ixxiks” 
and  “curlicues”  whih-  you  were  absent?  (Chances  are  they  did  not— more  Ix’cause 
there  was  nothing  lor  them  to  do  than  Ix-iausi-  you  left  the  r(x»m.  (Didn’t  we 
M'act  the  same  way  when  teac  her  le  ft  the  rexxn?) 

I  hc’  inclusion  of  “HcMiling  I'l.ictice”  .it  the  enci  of  Lesson  I,  while  not 
s{>rcifically  designc’d  to  eliminate  tin-  condition  I  have  discussc’d,  can  help  the 
‘  up-and-at-’em”  shorthand  teacher  to  handle  such  emergency  situations.  You 
only  have  to  say;  "johnny,  phase*  have  the  meinhc'rs  of  the  class  read  from 
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lh«;  Heading  Practice.”  You  will  lx*  confident  that  tliey  will  continue  their 
study  because  Johnny  is  a  “take  charge”  type  of  student.  It  is  gfxxJ  business 
practice  to  prepare  our  students  lor  business  by  training  thern  to  carry  on 
when  the  Ikiss  is  not  in  the  office— you  Ix'ing  the  “Ixiss  in  this  case. 

Th«  shorthand  toochor's  dream  this  is  the  phrasr*  that  I  feel  l>est 
♦lescrilies  tlie  revisrtd  e<lition  of  the  (irt'gg  Slairthaial  Manual  Siinplili«*<l.  I  am 
s|M‘aking  from  the  |X)int  of  view  of  an  ex|X*rienee<l  ti'acher  of  shorthand,  who 
has  taught  from  just  aixmt  every  text  in  tin-  fiehl.  fat  me  tell  y«)ii  some  «)f 
the  discoveries  I  have  ma<le  in  teaching  from  this  Ixxik. 

iTie  re<l-lHtere<f  marginal  reminders,  which  highlight  words  and  phrases 
contained  in  the  shorthand  plate  malt'rial,  are  intrixiuced  as  <*arly  as  la'sson  3, 
page  21,  Sixteen  such  reminrlers  are  pr«*S4*nted  in  this  reading  exercise,  just 
what  has  this  new  teaching  aid  accompli  shed?  First,  it  has  s[x*ederl  up  th<* 
students’  reading  ability  by  decreasing  their  tendency  to  ponder  over  a  given 
outline.  Pondering  wastes  valuable  time  that  might  lx*  sp<*nt  in  some  more 
rewarding  methfxl  of  study.  S<*cond,  you  might  want  to  use  thesr*  retl-lettered 
marginal  reminders  f«ir  snap  «jui/,/.es  to  keep  your  students  alert.  iMiially,  1 
have  <liscov«*red  that  these  remindi'rs  have  practically  eliminated  .stiidi'iit 
(|uestions  alxxit  troublesome  cxitlines. 

Kxamples  of  sr-cretaries  in  on-the-job  situations  are  now  at  your  fingertips. 
Illustrations  of  actual  office  events  ap|H*ar  at  the  Ix'ginning  of  each  chapter. 
Such  pictures  depict  pro|x-r  reading  and  writing  teclmiipu's,  the  preparation 
and  use  of  writing  materials,  the  |M‘rsonal-us(‘  emphasis  of  shorthand,  actual 
dictation  and  transcription  scc'iies,  etc.  'Iliey  are  surefire  motivating  <levices; 
and  you  will  agree,  I’m  sure,  that  if  we  can  arouse  our  students’  interest  at 
this  stag**,  we  are  well  on  the  road  to  getting  across  the  theory  of  shorthand. 
Spiriteti  discussions  will  grow  <iut  of  a  comment  or  two  on  these  practical  situa¬ 
tions  when  you  use  them  in  the  classroom. 


Boginning  with  Lotson  6,  and  every  sixth  lesson  thereafter  through 
('hapter  U,  your  testing,  reviewing,  or  sampling  activities  are  practically  “tailor- 
made."  I  feel  that  we  all  want  to  determine  just  how  well  we  have  suc-ceed<*d 
in  getting  across  the  prinoi|)le$  of  shorthand  th<*ory  in  each  chapter.  The  Kecall 
rihiarts  (like  those  (jn  pages  29  and  30),  which  consi.st  of  li.sts  of  words  and 
their  derivatives,  phras(‘s,  and  brief  forms  that  illustrate  the  princiirles  pre¬ 
sented  in  the  chapter,  provide  as  unusual  reviews  as  any  teacln-r  cjiukl  hojx* 
to  finil  in  any  textlxxik. 

You  may  find  it  tiesirahle  to  have  your  budding  secretaries  try  their  luck 
at  reading  from  the  charts.  1  had  a  great  deal  of  amu.sement,  plus  some  w<‘I- 
come  peritxls  of  relief,  by  having  my  students  read  across  the  line,  dowti  the 
column,  from  right  tr)  left,  etc.  SiK'h  exercis<*s  arouse  their  c‘omp<‘titive  instinct. 
For  example,  start  with  th<;  first  student  in  the  row  and  have  him  read  until 
he  makes  a  mistake,  at  which  the  next  student  takes  over,  and  so  on  around 
the  class  until  the  list  has  Ix'en  covererl.  You’ll  lx-  ama/ed  at  how  rapidly 
your  group  will  catch  on.  Before  long,  there  will  Ixr  a  very  noticeable  drop  in 
the  numIxT  of  reading  mistakes,  for  students  do  not  like  to  be  singled  out 
fur  having  missed  a  sirnph*  outline.  You  may  also  want  to  intnxlucf;  the  tran¬ 
scription  angle.  Kventually  you  might  even  wish  to  dictate  the  word,  phrase, 
and  brief-form  lists  that  are  so  handy  at  the  end  of  the  chapter. 

Anothor  gimmick  I  hovo  uaod  is  the  idea  of  inviting  students  to  corn- 
|M>se  on-the-s|X)l  s(‘ntences  involving  the  ust*  of  tht  outlines  in  (piestion.  The 
res|x>nse  will  frt'fpu'utly  give  you  and  your  stiiilents  that  much-needed  lilt 
away  from  routine  classnxim  pnxx'dun*.  Other  teaching  aids  and  student 
helps  include  Applied  V<K'ahulary  Studi(‘s,  the  Fretranscriptiou  (^uiz.  the 
Heading  Scoreixiards,  and  the  homework  hints  and  chix-k  lists.  The  H(‘ading 
ScorelM)ards  provide  you  with  another  means  of  egging  vour  students  on  to 
greater  rc'ading  s|x‘eds  from  shorthand  plate  materials.  Yom  students  can 
match  their  own  s|XH‘d-reading  rates  against  those  that  are  Iksted  in  the  (iregg 
Manual. 

All  th«*se  adderl  features,  if  projH'rly  applied,  should  make  your  future 
teaching  in  th<‘  shorthand  cla.ssroom  every  bit  as  inter»*sting  as  has  lxx*n  mv 
own  experieiic'**.  I  can  assure  you  of  one  thing— your  kx'giimiug  CIreggites 
will  k)ve  every  page  aixl  outline  of  their  new  text,  for  it  is  indeed  the  “Short¬ 
hand  Teacher’s  Dream.” 


dejxrnds  on  the  letter  key’s  making  its 
imprint  only  when  the  shift  key  is 
fully  d<>pressed;  therefore,  the  slow, 
hard  shift-key  movement  must  be 
completed  Ixdore  the  fast,  easy  letter 
.str«)ke  is  made.  The  sight  of  the  capi¬ 
tal  lettei  to  lx*  tyiM’cl  shouM  Im‘  th*‘ 
stimulus  for  a  little  fiiig«-r  to  depr<‘ss 
a  shift  key;  then  the  feeling  that  the 
shift  k«*y  has  stopped  should  lx-  the 
signal  for  the  finger  of  the  other  hand 
to  stroke  the  pro|M'r  letter  key.  This  is 
in  acconlance  with  the  fundamental 
rult:  of  motion  learning  that  each  dis¬ 
tinctive  movement  must  have  its  own 
distinct  signal  or  stimulus.  When  caj)- 
ital-typiiig  moveim-nts  are  learned  as 
two  succ'i'ssive  movements,  each  with 
its  own  stimulus,  errors  in  typing 
capital  letters  ar<‘  reduced  or  pre¬ 
vented. 

Separate  Motions 

While  the  feeling  that  the  shift  key 
has  stopped  g(»ing  down  is  a  reliable 
signal  for  making  the  stroke  on  the 
letter  key,  some  Ix'ginners  are  likely 
to  start  the  shift  and  the  letter  move¬ 
ment  at  the  same  tim»-,  taking  the 
sight  of  the  capital  letter  as  the  sig¬ 
nal  for  both  movements  to  lx;  made 
at  tin*  same  time,  s<»  the  easy  stroke  is 
often  made  before  the  hard  stroke  is 
completed.  To  slow  down  the  l(‘tter- 
stroking  movemetit,  the  capital  l<-tters 
first  typed  should  lx?  those  whose 
letter  keys  are  stroked  w'ith  the  slow¬ 
est-moving  fingers.  This  should  be 
done  es|x*cially  when  stroking  keys  on 
the  third  bank;  so,  /.,  (),  K,  I,  .S,  VV', 
1),  and  f.’  should  be  typ<*d  most  often 
by  Ix'ginners. 

The  first  stage  of  the  exercises  for 
building  the  habit  of  returning  the 
displacerl  fingers  to  thc*ir  ba.st;  keys 
is  a  simple,  complete  shift-key  move¬ 
ment,  during  which  a  lett<‘r  series  is 
ty|H*d  with  attention  to  the  separate 
stimuli  and  to  the  naturt*  and  se- 
<pience  r)f  the  finger  movement.  The 
l«‘tter  series-fl/xr  ,A,  uIai  ,S;  aOa 
,U’,-  oKa  ;I);  ala  should  he 

typ<‘d  until  the  timing  co-ordination 
between  the  shift-key  depression  and 
the  N-tter  is  established.  Kach  of  the 
letter  series  should  Ixi  leanied  .sepa¬ 
rately  in  tlu*  order  given,  so  the  hands 
alternate  in  the  learning,  with  each 
series  followed  by  its  own  sp«x*d  exer¬ 
cise. 

In  the  secsiiid  stage,  sjH'ed  «*xer- 
cises  are  used  to  integrate,  at  a  fast 
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the  shifting  movements  with 
the  movements  of  returning  the  fin¬ 
ders  to  tlieir  l)as«'  keys.  Ifiesi*  shiftiiiu 
speed  exercises  are  typed  until  eacfi 
can  Ik*  run  off  smiKithly  at  fii^h 
speed-a.a.vd/J.vrt  ;A,lkjkl,  aLasdfdm 
.Sjkjkl,  aOasdfdm  AVdkjkl,  aKasd- 
fdm  iDJkjkl,  and  otfiers  construct«*d 
in  tlie  same  way  to  accompany  any 
otfier  letter  series. 

In  tin*  third  staKc,  a  shifting  finder 
seri<*s— such  as  aLa  anti  ,.A;— is  used  as 
the  basic  unit  for  learning  habits  of 
returning  fingers  to  their  base  keys 
before  stroking  another  key.  Wortls, 
phra.ses,  and  sentences  retjuiring  the 
use  of  a  finger  series  are  assigned  for 
typing  in  progressively  more  difficult 
finger  setpiences.  W'hen  typing  words, 
the  return  of  the  right-hand  fingers 
from  the  shifting  operation  is  led  by 
the  ring  finger  to  the  /-key,  as  the 
,-key  is  seldom  used,  and  the  little 
finger  necessarily  returns  with  the 
ring  finger  as  it  is  Iift(*d  to  facilitati* 
a  stroke  by  the  ring  fing<*r.  The  first 
words  typed  should  Ire  short,  such  as 
iMkf,  Alas,  Lads,  Alar,  Oats,  Wall, 
.nid  the  like;  then  longer  words  such 
as  Lauder,  Alameda,  Lau  rence,  Oak- 
latul,  Kauffaroo,  Slatif’hter,  Walliuf’- 
ham,  Laaratine. 

A  spac*e  strokr*  in*xt  to  a  c*apital 
introduces  a  ii«*w  movement  in  the 
basic  finger  s<*ri*‘s;  hence,  phiasr*s  and 
words  including  a  space-capital  or  a 
capital-space  serpience  requin*  sejra- 
rat(*  pr«*sentation.  1his  can  lx*  dour* 
with  phrases  like  /  ask;  I  mid;  i 
say,  O  uait,  Iai  Flame  a  la 
Jacifues  and  a  la  Kiufi.  Next,  .sen¬ 
tences  such  as  /  asked  llal  if  Juan  Iai 
FarRe  teas  at  Las  Casas  shouhl  be 
used  to  revir-w  all  thesr*  learnings  and 
prepare  lor  continuous  copy  with 
capitals. 

Delay  Difficult  Movements 

The  morr*  difficult  capital  typing 
inoveirx*iits  should  be  presented  l.itei 
in  tlx*  course,  so  that  tlx*  habits  ol 
returning  the  fingers  to  tlx*ir  base 
k«*ys  are  firmly  fixed  before  the  un¬ 
usual  and  intricate  shitting  move 
nx*nls  are  le.tined.  'I  hese  include  two 
(  apit.ils  t\|>ed  with  oix*  shift  d(*pres- 
sion  (a  tw(i-h*tter  stimulus)— A.  ). 
.S.  I).  /’.  /.  .S.  C'.— aixl  thr»*»*  capitals 

with  (MX*  shift  (a  thr**e-letter  stiniii- 
lus)-A.  /\.  .A  /•■  /:  n.  A  (or 
FEIiA)  O’Keefe  O’Hara.  Also  al¬ 
ternating  hands  shifts— C.C)./.).  FOli 
O’/fnen— and  the  shift  hx-'k  arxl  shift 
release  for  solid  (four  or  more)  caji 
itals. 


consumer  training 


RAMON  P.  H  E  I  M  E  R  L  Colorado  state  ColleRC.  Gr«el«y,  Colorado 


Purchasing  insurance  is  usually  a  problem. 

•Most  people,  chiefly  because  they  know  litth*  about  insurance,  cannot  resist 
the  salesman’s  high  pressure.  Of  course,  younger  high  scIxkiI  pupils  ar<*  not 
curious  at  the  ninth-  and  t«*nth-grad«*  levels,  but  juniors  and  s(*niors  usually 
show*  interest.  Approach  the  problem  from  tlx*  vi«*wpoinf  of  tliesr*  stud(*nts. 

.Automobih*  iivairaiice  might  be  a  good  beginning.  Many  high  sclxx)l  pupils 
realize  that  minors  driving  the  family  car  present  parents  with  aiito-insurancr* 
problems.  The  boys  in  the  (  lass  who  hav(*  cars  of  their  own  will  also  lx*  alert 
on  this  topic;  they  an*  insurance  i)urchas(*rs  themselves.  Tlx*y  will  volunt(*(*r 
many  actual  situations  that  can  be  discussed  and  us(*d  to  stimulate  fiirtlx*! 
study.  (,)uestions  can  lx*  answ(*r«*d  by  a  go<xl  insurance*  ag(*nt.  Mav<*  tlx*m  sub¬ 
mitted  in  advance  so  that  lx*  may  pn*|)ar(*  for  tlx*  class. 

Lib*  iiisiirauct*  is  v(*ry  common  in  .■\nx*rica  today.  Sinci*  tlx*r(*  ar(*  more*  pol 
icies  than  p(*ople  in  the  L'nit(*d  Stat(*s,  certainly  this  area  ix*(*ds  careful  study. 
Many  p(*rsons  do  not  h.ive  tlx*  adetpiati*  background  to  piirc’hase*  life*  insurance 
wi.sely.  Policy  Cimtraets  and  Their  Uses,  |)iiblislx*d  by  Northwest(*rn  National 
Life  lnsuranc(‘  (.'onipaii\  of  Minix*a|)olis,  can  Ix^  used  to  study  polici«*s.  Oom- 
mitte(*s  might  work  on  tlx*  kinds  ol  |)olicies  availabh*  on  tlx*  mark«*t.  'I  lx*  In¬ 
stitute  of  Life*  Insiiraiici*,  fHS  Madison  Av<*niie,  New  York  22,  N<*w  York,  has 
many  useful  materials,  lilucfiriut  for  I'omorrote  is  a  text  and  worklxxik  esp<*- 
cially  pr(*pared  for  high  scIxmiI  classes.  ()tlx*r  booklets  published  by  tlx*  Insti- 
tijt(*  iiichuh*  Haudhook  of  Life  liisuranee,  Lije  hisurauee  Facts  liitok,  and 
Moderns  Make  Money  liehaie.  A  complete  listing  of  its  biM>kh*ls,  films,  and 
him  strips  are*  give*ii  in  TeaehiuR  Aids  on  Life  Insurance  and  Money  Man¬ 
agement. 

Household  and  fire  insurance  can  be  ol  iiite*rest  to  high  school  pupils. 
Forms  may  be  se*cure*(l  for  tlx*  listing  ol  lxMise*hold  prope*rty.  A  Household 
Inventory  for  Yon  is  distribute*el  fre*e  by  tlx*  Farm  Bureau  Mutual  Fire  Insur¬ 
ance  (axnpatry  of  Oolumbiis,  Oliio.  .\n  insuraixe  Olossary  is  provided  by  the 
llartbrrel  Fire  Insurance*  (annpaiiy,  Hartford  I5,  ( '(tiinecticut.  Other  insurarx  e* 
c((mpani(*s  provide*  inform.ition  on  insuring  Ixeiisehold  gotxls.  The  |)roblem  of 
how  imu'h  coverage*  is  ix*(*de*d  sixxild  be  taken  up  and  the  HO-per  ce*nt  cove*rage 
plafi  should  lx*  gone*  into  in  eh'tail. 

Sex'ial  Se*ciirity  is  an  important  form  of  insuraixe*.  Your  lexal  eiHice*  will  pro 
vide*  spe*akers  for  yexir  classe*s  if  vexi  eontaet  them  e-arly  enexigh.  I  he  lex  al 
eiffice  will  provide  various  pi(*ce*s  ol  lite-ratiire  exi  the*  program  eir  the*y  may 
be*  se*cure*d  from  tlx*  Sn|)e*rinte‘ixle‘nt  of  I )iM'unx*nts,  f.  S.  ( a»ve*rnnx*nt  I'rinting 
Office*,  Washington  25,  I).  C.  Some*  ol  the*  most  useful  pamphh'ts  publislx*el  by 
the  (a)V(*rnment  include-  Social  Semrity,  Do  You  Work  for  Yourself,  Your 
Soeud  Security. 

General  helps  for  an  insurance  unit  .ue  imme-iexis  Meist  Ix-Iplul  is 
liuyiuR  Insuraiue,  a  unit  for  high  school  classe*s  published  by  tlx-  (axisunx-r 
Fducation  .Study  of  the-  N.itiexial  Assex  iation  ol  Se-e-oixlarx -Se  hool  I'rine-ipals, 
I2l)i— IBth  Stre*e-t,  N.  W  .,  Washington,  I).  O.  'I’his  ftKt  page-  p.imphle-l  may  be 
iisi'd  as  a  basie-  stueU  guide*  lor  the-  e-ntire-  unit.  Othe*r  useful  ni.ite-rial.s  exi 
insurance  in  ge*ne*ral  may  be-  se-cure-el;  (aijis  in  Your  liridRc  to  Security,  frexu 
the  Am(*rican  Motexist  Insuraiu-e*  Oompany,  She-ridan  Beiad  atxl  Lawre*nce* 
■Avenue,  Cdiie-agei  40,  Illinois;  Oeneral  Information  licRardinR  Insurance  atui 
liofuLs,  from  the  Hartferrd  Fire  Insurance*  f.'eun|)any,  Hartford  15,  (axmecticiit; 
How  to  Worry-Proof  Your  Debts,  freirn  the  Caxisurner  Oedit  Insuranc-e  Assrreia- 
tion.  Bell  Building,  Chicago  1,  lllirxris;  Trends  in  Crimp  CovernRe,  from  New 
Y’ork  I.ife  Insurance-  riompany,  51  Madison  .Avenue,  N»*w  York,  Ne-w  York 
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EMPLOYERS'  PROBLEMS 

((liiutitiui-d  frmn  tmur  Iff} 

a((aiii.  In  sclionl,  wr  fac<*  tin*  sam«* 
probh'tn  wln*n  sliidriits  “nive  np”  in 
a  cniirM"  or  drop  it.  Sonn*  pronross 
lias  lM*<‘n  inadr  in  iHilh  l>iisinn>s  and 
st-Ii«>oi.>>  lliroii)(|i  |M*rsonn<‘l  and  Kiiid- 
anci-  coiinsfliiij^,  which  often  niu-ovcrs 
and  removes  caiiM's  of  iinliappiness 
l>«‘fore  the  ipiilliiiK  |M)itit  lias  heen 
reached. 

•  K<‘elin){  that  they  are  underpaid 
or  that  the  hoss  "has  it  in  for  theni." 
Intelli({ent  handling;  of  such  prohlems 
by  Initli  employers  and  teachers  can 
frecpic'iilly  remove*  them  in  time*. 

f)ne  cannot  help  feeling  that  the 
|M-rsonnel  departments  of  companies 
have  miich  in  common  with  teachers— 
mainly,  how'  to  influence*  yoiiii^ 
|M*ople*  to  l)e*come  e-fficie*nt,  priHluctive, 
.end  happy  workers.  'I'e-ache'rs  and 
|>e*rsonne-|  pe*ople  should  tof4e*the*r 
more*  ollfii  to  e*xchanKe  ide*as. 

Merit  Rating  and  Pay  System 

All  conipanie*s  are*  face*d  with  the* 
prohle'iu  eil  rating  e*mploye*e*s  and  re*- 
wardin)(  the*ni  according  to  the*ir  value* 
to  the*  c*eimpany.  Many  take*  the*  e*asy 
way  of  se*ttin^  up  a  il.it  pay  scale* 
hase*d  mainly  on  se*niority.  'I'his  is 
stilling;  to  those*  who  are*  supe*rior  aiiei 
want  to  proK’re*ss  laste*r  than  the* 
.ive*raKe*  e*mploy<'e*.  The*  same*  pra(*ti<*e* 
liy  many  hoards  of  e*ducatiou  has 
olte*n  re*sulte*d  in  (*ompla(*e*nc*y  ami 
nie*diiM*rity  aiiioii)'  te‘ache*rs. 

'I'he*  j.  (’.  l*e*iiue*y  (aimpany  has 
di*ve*lope*d  a  uniepie  and  pro){re*ssive' 
syste*m  for  rating;  all  e*mploye*e*s.  Keir 
office*  e*mployee‘s,  it  has  se>parate  rat¬ 
ing  blanks  lor  He*ne*ral  cle*ri(*ul  posi¬ 
tions,  lor  ste*no){raphe‘rs  and  sec're*- 
tarie*s,  lor  typists  and  trausi*ril>iuK 
iuat*hiue*  eipe*rators,  and  for  su|)e*rvisors. 
I’au*h  of  the*se  jeihs  has  lM*e*u  aiialy7.e*d 
ac'<*ordiuK  tei  ( I )  the*  husie*  job 
re*epure‘uie‘nts  and  re*s|><insihilitie*s  in- 
voIve*d,  and  (2)  the*  |)e*rsoiial  char- 
ac*te*ristic's  and  epialificatioiis  important 
to  the*  job.  The*  first  Kioiip  has  dollar 
value*s  assi^ne■d  to  ite*ius  liste*d  on  the* 
ratiuK  she*e*t,  while*  the*  se*c*onel  >;roup 
is  base'el  on  a  |H*rce*llt.l^e*  liKure*. 

How  They're  Rated 

Ka(*h  oHu*e*  |Misitiou  is  assiKne‘d  a 
base*  salary.  Kor  e*xample*,  Ke*ne*ral 
c*lerks  have  a  base  rate  eif  $40  a  we*e*k. 
typists,  $4(t.  stenographers,  $45,  e*tc*. 
Kve*ry  six  mouths,  the  seii>e*rvisors  rate* 
thi*ii  e*mployc*t‘s,  usin^  the*  rating 
chart  for  the  classification  of  job 


involve*il.  Dollar  values  for  proj^ress 
in  the*  basic  job  re*fpiire*mcuts  are  the*ii 
assiKue-d  and  aeldeel  to  the*  base*  salary. 
.\e*xt,  the*  e-mployee*  is  rate*d  ejti  the* 
|)e*rsonal  c  haracte*ristics  in  which  he* 
has  shown  definite*  iniproveme*nt, 
the*se*  are*  the*n  e*xpre*sse*d  as  a  [)e*rce*iit- 
a^e*  of  the*  sum  of  the*  base*  salary 
plus  dollar  value*s,  and  adde*d  thcre-to. 
Finally,  if  the*  iiulividual  has  any 
su|M*rvisory  I  unction,  this  is  addt*d  as 
an  additional  supe*rvisory  cre*dit.  The* 
total  of  the*se*  thre*e*  factors  is  the*n 
found;  and,  il  it  re*pie*se‘nts  an  in- 
cre*ase*  ove*r  the*  pie*se*nt  salary  ol  the* 
pe*rson,  a  re*conime*ndation  is  se*nt  to 
the*  salary  committe*e*  lor  an  adjiist- 
me*nt  in  the*  e‘mploye‘e*’s  salary.  It  is 
usually  ^rante'd,  unle*ss  it  ap|)e*ars  to 
be*  too  her  out  of  line  with  pay  for 
the*  kind  ol  job  in  epie-stion. 

Incentive  Is  Present 

Ai  a  re*sult  of  this  me*iit  rating' 
and  re*((ular  re*-e*valuation  of  jobs, 
|)lus  the*  additional  fa(*t  that  the* 
supe*rvise)r  H(m*s  ove*r  the*  coinple*te*d 
rating  blank  with  the*  e*uiploye*e*  be*fore* 
it  is  turne*d  in,  e*ach  ^irl  has  a  re*al 
ince-ntive  to  improve*  he*rse*l(,  to  le*arn 
more*  about  the*  job,  and  to  ])ie*pare* 
lor  adde*d  re*sponsibility  and  aelvance*- 
me'iit  to  a  more*  highly  rate*d  job.  A 
fuilhe*r  ne■^ative*  value*  is  involve*d,  in 
that  those*  whei  are*  not  tiiakin^  an 
atte*mpt  tee  im|)re)ve*  the*mse*lve*s  re*- 
i*e*ive*  nee  me*rit  in(*re*ase*  in  pay.  rhe*y 
e*ithe*r  take*  the*  hint,  e>r  le*ave*  the*  ceMii- 
pany  as  dis)jruntle*d  e*mploye‘e*s.  'I'he* 
siijH-rviseers,  he)we*ve*r,  make*  a  ve*ry 
re‘al  e*ffort  tee  weerk  and  (*e)unse‘i  with 
the*ir  ^irls  tee  Iwlp  the*m  epialily  fen 
hi^he*r  me*rit  rntiiiKS.  The*  (*onipany  is 
epiite*  happy  with  this  rating  syste*ni 
ami  le*e*ls  that  it  has  be*e*n  Ke*iie*rally 
ve*r\  suct*t*ssful. 

Turnover  Problem 

I. ike*  all  ce)mpanie*s  teeday,  Fe*nne*y 
has  its  pre)ble*m  eif  ke*i*pinK  etffice* 
weirke'rs,  particidarly  siiK*e*  alimest  all 
ei|  the*m  are*  we>me*n. 

The*  ceimpany  m.ike*s  ,i  pi  act  ice*  eil 
havin^  an  e*\it  inti*rvii*w  with  any 
e*mpleiye*e‘  whei  is  le*aviuK  the*  ceim- 
paiiy.  .A  list  of  25  ceimimin  re*asons 
for  s<*paration  has  lM*e*n  made*  up  freim 
past  e‘x|)e*rie*n(*e*,  and  a  tabidatiein  is 
pre*pare*d  meinthly  hase*d  eiu  theise* 
le*avin^  the*  firm  eluriii).'  that  menith. 
The*  list  that  feilleiws  sheiws  the*  te*n 
most  lre*((ue>nt  re*aseins  re“t*orde*d  for 
office*  e*mpleiye*e*s  le*avin^  the*  ceimpany 
elurin^  the*  |H*rieNl  |ti.5d-5.5,  .end  the* 
pt*rce*nlagi*  eif  each. 


Kank  Keasoii  PerceiitaKe 


1 

Pregnancy 

10.1 

2 

Failed  tei  repeirt 

9.0 

:i 

W'eirk  unsatisfacteiry 

H.H 

4 

Leaving  city 

7.7 

5 

PeMir  health 

0.7 

({ 

Better  paying  jeib 

0.6 

7 

Staying  heime  tei  keep 

heiuse 

6.4 

H 

Dislike  for  weirk 

5.9 

9 

Ketiirn  tei  scheMil 

5.9 

10 

Irregular  attendance 

eir  tardiness 

5.1 

Suggestions  for  Teachers 

My  e*xpe*rie*nce*  at  Pe*nne*y  leads  me* 
fei  make*  the*se*  sugge*stieins  feir  busi- 
ne*ss  te*at*he*rs; 

•  It  appe*ars  that  we*  ne*e‘d  tei  con- 
c*e*ntratc  on  intangible*s  meire*  than  we* 
elei  now  in  eiur  te*aching— the*  characte*r 
and  pcrseinality  traits  ne*e*de*d  by  e*m- 
ployce*s  ii  the*y  are*  to  lM*ceime*  truly 
valuable*  to  the*ir  e*niploye*rs.  On  its 
rating  charts,  this  ceimpany  lists  ap- 
pe*aranc*e‘,  punctuality  and  atte*ndance*, 
weirk  habits  and  applicatiein,  and  cei- 
ope*ratiein.  'I'ei  the*se*  might  be*  adde*d 
a  se*nse*  of  re*speinsibility. 

•  In  all  classe*s,  we*  sheiuld  cein- 
tinually  weak  ein  a  geieid  greiiinding  in 
the*  funelame*ntal  kmiwle*dge*s  and 
skills.  Pe*nne*y  r.ite*s  its  cle*rical  weirke*rs 
ein  skill  in  arithmi*tic,  haneUvriting. 
carrsing  eiut  instructions,  che*cking 
the*ir  own  weirk,  care*  and  ac<*uracy  in 
ele*t.ul,  and  kueiwle*dg(*  eif  eiHi(*c  prac¬ 
tice*.  In  additiein,  the*y  weiuld  like*  e*m- 
ploye*e*s  tei  have*  seime*  kueiwle*dge*  eif 
eiffice;  mauagement,  skill  in  human 
rclatieins,  ability  to  ceimpeise*  cor- 
re*speinde*nc*<‘  and  re*ports,  ability  tei 
make*  inde*pe*nde*nt  elccisieins,  re*liabil- 
ity  in  preite*(*ting  ceinfide*ntial  informa 
tiein,  and  ability  tei  preKluce  finishe*d 
weirk  on  time*.  Many  eif  the*se*  ite*ms 
can  be*  applie*d  dire*ctly  in  the*  busi- 
ne*ss  subje*<*ts  we*  te*ach. 

•  Tei  incre*ase*  our  stu<le*nts’  future* 
value*  as  e*mple)ye*e*s,  we*  sheiuld  strc'ss 
thinking  and  preible*m  solving.  Kve*n 
theiugh  linsim-ss  is  ie*lying  more*  and 
more*  on  machine  s  ami  auteim.ition  for 
reiiitine*  tasks,  the*ie*  will  always  be*  a 
ne*e*d  leir  weirke*rs  who  (*an  think  and 
use*  gennl  judgment. 

•  Finally,  we*  sheiuld  try  to  give* 
our  stueie*nts  an  unde*rstanding  eif 
eiffice*  preible*ms  freim  the*  e*mpleiye*r’s 
vie*w|)oint.  With  this  backgreiunei, 
the*y  will  Im*  meire*  tolerant  of  L*om 
pany  routine*s  and  regulations,  and 
will  be*  meire  incline'd  to  gi\e*  an 
heine*st  wc*e*k‘s  work  in  e*xchange*  feu 
their  salaries. 
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dictation  transcript 


The  Lucky 


CLAYRE  AND  MICHEL 


IkNKVV  all  about  L.  J.  ('ressie  aiul 
tin*  lortiiiics  lu‘  made  lonn  ladon*  I 
over  drifted  into  the  SirTra'  foothills 
on  the  ni^ht  freight  from  Heno. 

There  has  lK‘en  a  lot  about  him  in 
some  of  the  old  newspa|H*rs  and- 
inaKa/.ines  I  read  during  the  winter 
when  there  wasn’t  any  eroj)  work  and 
trav<‘ling  was  had.  There  was  even 
something'  about  his  famous  gold 
piece  in  a  hook  I  picked  up  in  a  l.os 
Angeles  junk  shop  once.  I  used  to  hoy' 
secondhand  hooks,  when  I  had  a 
couple  of  extra  dollars,  ami  l<‘ave  them 
in  hoho  camps  lor  anyone  else  who 
was'  minded  to  read. 

This  l>iM>k  was  all  about  the  (aessie 
Manniaetnring  Corporation,  and  told 
.d>ont  this  coin"  the  ionnd(‘r’s  first  and 
onK  boss  had  given  him  for  hick,  hack 
iM'fore  the  first  World  War.  .And  how 
\lr.  (aessie  claimecr  it  was  a  magnet 
lor  success. 

I  never  ex|a*eted  that  I’d  ever  se<* 
L.  (.  (in'ssie  in  la-rson,  not  sit"  across 
from  him  of  an  evening  in  a  IioIh) 
camp  and  see  that  yellow  chunk  of 
metal  twirl  up  from  his  fingers"  and 
come  down— vp/ut— on  his  palm. 

There  was  an  odd  excitement  in  me 
now  as  I  watched  th«‘  firelight  tint  his 
thin,  lined  face"*  and  wondered  at  the 
thoughts  awakening  in  mv  mind. 
(Irazy  thoughts,  stirring  lor  the  first 
time  in  m\  eighteen  sears.  .  .  . 

“I’ve"  Im-cii  drilting  too  long,”  I 
N.iid.  “I  see  th.it  now.  It’s  time  I  got 
hold  of  myself  and  made  my  st.irt.’’ 
“It’s  time  von  flid.  son.”'- 
There  was  somi'tliing  in  his  voice 
.IS  sad  and  clear  as  the  whistle  of  a 
liK  omotivi*  miles  aw  ay.  “I  vs  as  seven 
tei’n"  when  I  started  [x-ddling  kitchen 
ware  with  a  horse  and  wagon  in  Ohio 
Of  course,  things  are  a  little'"  different 
now;  and,  with  yoni  h.mdieap,  .my 
selling  is  Ixrnnd  to  Ih>  tough.” 


Gold  Piece 


L  I  P  M  A  N 


“I  think  that’s  just  what  I  ner‘d.” 

I  ran  finger'"  tijis  over  the  rough 
humps  of  my  broken  nos(‘,  down  the 
sid<*  ol  my  fai-«*  to  the  jaw  that  hailn’t 
set  straight.  'Tough  mug,'"  tln*y  had 
called  me  ever  since  1  was  turned 
loose  by  tlw*  Home.  .And  worse.  They 
must  have  thought  my  feelings  were 
as  twisted  and'^  hard  as  my  face, 
(irifter.  bum.  Hooligan. 

“.A  job  yon  want?”  The  disbelieving 
tone  they  would  use,  the  cynical 
smile,'"  almost  furtive  shaking  ol  a 
head.  It  didn’t  take  me  long  to  gel 
enough  ol  that.  I  stayed  away  from 
jM-ople"*  as  much  as  possible. 

“You  se<*,  Mr.  (iressie,  I  figure  my 
first  step  is  to  stop  iM-ing  the  roaming 
hired  hand""  and  to  start  getting  some 
decent  clothes  ami  gel  into  door-lo- 
door  selling.  'That’ll  stillen  me  nj).  (let 
me  over'-"  lM*ing  seared.” 

L.  ].  Oessie  niMided  and  flicked 
an  ash-mof<*  from  his  la|)<l.  “A  new 
suit,  son.  And  sIum-s.  .Ami  a  goinl,"" 
ex|)«-nsiv<*  m^ektir*.  .And  l(“arn  how  to 
smile  with  all  your  teeth  showing.” 

Ambition  was  filling  me  in  (|uiek 
little  spurts.  Mr.""  (Iressie  had  gone  to 
the  top,  and  so  eonid  I  -once  I  got  a 
start!  And  I  was  eonnting  pretty  heavy 
on  him""  giving  me  that  start.  He  could 
if  h«‘  wanlc-d  to. 

“What  HI.  hIc  Von  slop  and  s|H'ak  lo 
me*  this  allc'tnoon  by  the  station,"''  Mr. 
( .'rc-ssie'?” 

“I  rc*<ogni/c*d  something  in  you, 
son.”  He  closc*d  his  eyes,  and  again 
I  caught  that  strange  note  like  a 
lonely*"  train  whistle*  in  the*  elistanee*. 
“M.ivIh'  it  was  yoiii  voice.  'Thc*re*’s  .1 
lot  in  having  a  gcMKl  voice*.  A  goeKi 
voice*.  Courage.*"  laiek'” 

“Luck'?”  Somehow,  a  little  of  the 
hit  went  out  of  me*  I  ne*ve*i  e*x|)ecle*el 
lo  he-ar  L.  (.  (ae*ssie*  s|M*,ik  of"*  hick. 
The*  way  he  said  the*  word— as  though 


It  me.int  soim*thing  s|N*cial,  soim*thing 
important.  Planning,  working,  er(*ating 
-tlial’"  had  lM*e  n  the*  patli‘rn  ol  his 
sueee*ss,  the*  laiok  said. 

He*  o|)ene*el  his  e*ye*s,  and  the*re  was 
a  liNik  in  lhi*m  as  if  soim*thing''"  de*c*p 
inside  him  was  hurling  a  lot. 

“Von  re*.ili/.e,  son,  I  won’t  Ik*  able* 
to  he*lp  you.” 

“II  you  won’t,  you  wenTt.”**  Disap¬ 
pointment  made*  my  words  se*e*m  harsh. 

I  rose*  and  stiMMi  by  the  fire*,  looking 
away  from  him.  'The*re*  was  a  hall* 
moon  out,  and'"  a  slight  bri*e*/.i* 
brought  ill  the*  sct*nt  of  pine*  and  the* 
gocKl,  damp  sme*ll  ol  the*  rive*r  rolling 
.dong  down  be*low .  The*  pine*s  had  ''" 
lM‘e*n  i-le*ar  enough  in  the*  miNinlight  a 
while*  ago,  hut  now  the*re*  was  a  fu/./y 
blur  around  the*m.  I  had  made  a  fcMiT'" 
of  myse*lf.  I  had  starte*cl  elre*aming. 
Kve*n  a  drifting  hum  ought  to  know 
a  dream  is  no  more*  than  a  dre*ani 
unle*ss""  you  make*  a  start  some*whe*re*. 

Fire  crackled,  and  I  he*aid  the*  slow 
ship  .  .  .  slap  .  .  .  slap  ol  gold  against 
his  thin  hand. 

“Luck,”  he*  said.  ‘"That’s’''"  what  this 
im*ans  to  me*.  i'lHik  me*  to  the*  lop 
twice*,  and  it’ll  do  it  again  give*n  a 
little*  lime*.  It’s  famous.  My""  piihlieity 
im*n  iise*el  to  make*  a  lot  of  it.  'That 
was  ye*ars  ago.  l’e*opli*  use*el  lo  eomr 
and  want  to  buy  it.  'The*y'""  lK*lie*ve*el  in 
it,  too.  \o  sale*.  Without  this  coin,  I 
wouldn’t  Ik*  L.  |.  ( ;re*ssie*.’’ 

Let  me  gel  ibis  siruigbl.  You  eoiild 
turn  lliat"”  gold  pie*ee‘  into  cash  niaylK* 
a  lot  of  cash  right  now,  but  you 
w  iin’t?  A'ou’re*  figuring  on  it  to  pull  you 
lip  Is  that'"  right'?” 

His  face*  showe*d  he*  didn’t  like*  me* 
putting  it  that  way.  “VV'e*!!,  ye*s;  that’s 
.iboiil  right." 

“It’s  re*ally  true*,  that  story"  the*y 
te*ll  aleoiit  it?” 

“Oh,  it’s  line*,  all  right.  Old  Slade*r 
ve.ive  me*  this  coin  in  l‘)ll.  He*  vv. isn’t"’*' 
lie'll,  and  this  t we-nly-dollar  piee-e*  was 
.1  lot  ol  mone*y  lo  a  hardware*  m<*rehanl 
in  those*  days.  He*  said  it  weinlel  bring'" 
me  hick.  It  did.” 

“'That  twe*nty-ele)llar  pie*ee*  is  still  a 
lot  of  mon(*y.  If  you  give*  it  to  me*.  I 
can  ge-t  a  start"'  em  what  it  will  bring 
.inel  the*n  I  can  he*lp  you.” 

I’ve  never  seen  such  a  lenik  on  a 
man’s  face.  As  though  he  eouhln’t 
lK*lif*ve""  wfiat  I  saiel  and  the*ii  as 
llioeigh  he*  11  inihhi't  lK*lie*ve*  it. 

“You  can’t  iiKMii  that,  son.  You  just 
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UA4*rw**rf  M«li*«  A  C*mpUl«  lin*  •!  M«chln«*  .  .  .  Typ«wrlt«rt 


Adding  Machlnat  Acc*unflng  Mochinat 


BUSINESS  EDUCATION  WORLD 


thr  ni‘\\  I  ndt-rwiNid  Kleitrir  ;ill 
flit'  ii|>t'r;<tinK  tontrolii  arc  (»n  the  kcylMiard,  ready 
to  iihe.  I  here’#  no  iinneiessary  hand  travel  to  confuse 
itudents  ...  no  need  for  eyes  to  wander  from  copy 
to  keylMiard. 

V  tnir  students  tievelop  conhdence  MHiner,  ipiickly 
pick  up  speed  and  accuracy.  I  he  new  I  nderwood 
Klectric's  “Kevlxiard  C’ontrol”  makes  it  easier  for  stu¬ 


dents  to  change  from  manual  to  electric  typewriters. 

I  o  get  further  information  on  the  new  l  iulervMMtil 
Klectric  and  the  new  I  nderwood  Manual,  or  to 
arrange  for  a  demonstration  at  your  convenience, 
just  write  Dr.  Karl  (i.  Nicks,  Manager,  Husmess 
Kducation  Division,  Dept.  KW ,  rn<lerwoo«l  C’or- 
IMiration,  One  l‘ark  .Avenue,  New  A  ork  16,  N. 

W  hy  not  do  it  right  now  ! 


'f 


0  Keyboard  Controlled 
Carriage  Return  Two  bort 
make  if  eaty  for  tfudenfs  to 
operate  the  carriage  leturn 
with  either  hand.  Hands  stay 
on  keyboard  while  eyes  stay 
on  copy 


@  Keyboard  Controlled  | 
Forward  Spacing.  A  separate 
automatic  forward  spacing 
key  provides  rapid  position¬ 
ing  of  the  carriage  while 
hands  remain  on  the  key¬ 
board. 


Keyboard  Controlled 
Tabulation.  On  the  new  Under¬ 
wood  Electric  students  can  set 
and  clear  tabulator  stops  in  a 
flash  from  a  normal  keyboard 
position.  Tabulator  bar  can 
be  operated  with  either  hand. 


©  Keyboard  Controlled 
Electric  Margin*.  No  hunting 
for  margin  controls.  Students 
set  them  automatically 
"through  a  convenient  key 
located  on  the  right  hand 
side  of  the  keyboard. 


Students  learn  faster  4  ways 
With  Underwood  “Keyboard  Control 


I 


don’t  iiiidcrstaiid  what  this  pircf’*  of 
iiM'tal  iiicaiis  to  nif.” 

“I  think  I  (lo-tfiat’s  jnst  flir 
trouble.”  It  was  tunny.  Me,  an  un- 
schorjled  lout.  L.  J.  Cressie,”  the  man 
who  hired  hundreds  of  men,  dictated 
to  industries,  run  millions  of  dollars 
through  his  slim  finders.  Funny, hnt 
I  dirln’t  feel  like  lan^hiiiK.  I  was  ser-iim 
how  a  siiiKh'  la-lief  can  vseaken  .md 
la  at  a  man. 

I  hat  iM-liet*'*  in  luck  .  .  .  I'he  notion 
that  something  outside  could  help  row 
your  laiat.  All  wronn.  For,  pretty  s(M)n, 
you’d  start  to  eas«-  up  without'’"  know¬ 
ing  it.  Your  mu.scles  would  slack— and, 
la-fore  yon  knew  it,  yon  were  drittinu 
with  th«‘  cnrr«‘nt  and  luck  wouldn’t 
iw  there’’*  to  pidl  for  you  alter  all. 

I  never  done  much  real  thinking  in 
my  lile.  Hnt  now  I  was  inakiiu'  up 
tor  it.’*'*  A  lot  of  truths  were  tumhlin^ 
tliroiiKh  my  mind,  oin'  over  the  other. 

I  saw  that  it  isn’t  always  enom'h  lor 
a’’’*  man  t«)  carry  his  own  w«‘i>jht.  Some¬ 
times  he  needs  stren({th  tor  two. 

“Never  mind  about  the  money,”  I 
sairl.  “You’ve  j^iven  me'*  sornetliini' 
worth  a  lot  mor«-.  I  was  thinking  we 
miKht  put  in  together.  With  me  doiiiK 
the  work  and  you”  furnishing  the 
brains,  we  might  get  smiiewla'ie.”  Mv 
heart  was  going  kind  ot  fast  asking 
a  man  like  him  to  go  partners. 

riie  smile  was”  slow  in  coming  to 
his  fac«*.  “S«)n,  that-that’s  what  I’ve 
Im-cii  hoping  tor.” 

“I'here’s  one  conditi<m,  though.”  I 
|>ointed  to  the  gold-'^  luck  piece  in  his 
hatal.  ‘Throw  that  thinf>  itt  the  rii  rr!” 

lie  sat  there  haiking  at  me.  His  lips 
moved,  hut  there  wr-ren’t  any**  words. 

I  felt  kind  of  warm  inside,  the  way 
he  understcMKl  without  me  having  to 
ex|)lain.  'I'he  way  he  rr'ali/.erl**  in  a 
singh*  moment  that  luck  had  Ix-en  a 
talsr*  friend. 

I  asked,  gentling  my  voice,  “Yon 
want  me  to  pitch  it  for  you?” 

“\o.*"  No,  l’«l  Ix-tter  do  it  mys<‘lf.” 

Ih*  sat  for  rpiite  a  while,  without 
moving.  Then  he  strxMl  up  and  his  arm 
drew  hack.  'I’here**  was  a  golden  arc 
through  half  darkness,  and  the  taint 
plink  of  an  object  falling  into  water. 
He  l(M>ked  at  me,  and**  his  face  was 
white. 

“(axHl  for  you,”  I  said,  and  I  think 
he  knew  all  I  meant. 

He  didn’t  say  anything,  jnst  stcMMl 
lrM>king**''  around  the  IioIhi  jungle  in 
which  In*  lived.  I  knew  he  was  seeing 
soft  lights  and  paneled  walls  and  thick 
rich  rugs**  in  placi;  of  crates  and  lM)xes 
that  served  as  furniture. 

“We’ll  leave  first  thing  in  the  morn¬ 
ing,”  he  said.  “I  know  a  <‘onple*'  of 
businessmen  in  San  Francisi'o  who 
can’t  have  forgotten  me.” 

“We  haven’t  a  dim<*,”  I  remindeil 
him.  “if  it’s**  merchandi.se  you’re  think¬ 
ing  of.” 


L.  J.  C.'ressie  straightened  up  and 
pulled  back  his  thin  shoulders.  I  Bgnre 
he  miLst  have  IrKikeil**  like'that  wicn 
he  headed  those  big  companies  of  liis 
in  the  ’20s  and  ’AOs.  "Don’t  yon  worrs 
about  it,  son.**  We’d  lie  a  couple  of 
pretty  jXMir  biLsinessmen  if  we  couldn’t 
talk  them  into  giving  us  some  credit. 

W  ith  your*'*  ambition,  my  exjx'rienee, 
and  a  little  luck—.”  (l  Ab9) 

Turnabout 

for 

Letitia 

ROBERTA  ENGLE  PETERS 

MISS  I.F  I  ITIA  I  II  I  IN  h.id  never 
Ix-en  the  kind  ot  secretary  who 
hunches  comfortably  over  her*  ty|X‘- 
writer.  .And,  on  this  particular  morn¬ 
ing,  the  rigidness  ot  her  twei-dy  back 
manag«;d  to  give  the  impression*  that 
it  would  break  long  Ix-ton;  it  would 
Ix-nd  in  the  slightest  degree.  She  was 
trim,  tiny,  and  taut. 

For  most  of  her  twenty'  years  as 
secretary  to  the  president  ot  Intel - 
state  Transit,  little  Miss  I  ittiii  hail  held 
absolute*  sway  in  the  front  otli<«-. 
Fven  ohi  J.  i'..  hinis«‘il  had  apix-areil 
to  lx-  a  bit  in  awe  ot  her.  Then  came 
postwar’  expansion  with  its  new  prob¬ 
lems  and  turmoil  and,  almost  Ix-tore 
anyone  reali/r‘d  what  was  hap|x-ning, 
the*  elderly  and  dignified  top  execu¬ 
tive  iKiWf'd  to  the  stringency  of  the 
times  and  withdrew.  The  Ixiard  ot* 
directors  had  lost  no  time  at  all  in 
putting  in  hLs  place  a  vigorous  (and, 
to  .Miss  Tiffin’s  mind,  iinneer-ssarily" 
|X‘rsonabl(‘)  young  man,  who  imme¬ 
diately  took  a  firm  grip  on  all  « om- 
pany  affairs. 

.As  im-oming"  president,  Kenneth  F. 
Wilson  had  app<;ar«-«l  to  find  the  office 
arrangement  entirely  satisfactory.'* 
W'hen  old  J.  C.  presrmted  him  rather 
formally  to  its  female  guardian,  he 
had  gripped  her  hand  with  enthusi¬ 
asm,**  Ix-stowed  a  firoail  grin,  and  said, 
“Hello,  I.^tty,  'Phis  is  a  pleasure.” 
And  Miss  Ix-titia  I  iffin  had  known. 


lx‘\ond'*  all  donlit,  tfiat  this  was  an 
ntt«‘rly  distasteful  soiing  man. 

Never,  in  all  her  years  with  Inter¬ 
state  Transit,  had'*  anyone  called  her 
anything  other  than  “Miss  TitTin.” 
There  may  have  Ix-eii  a  dozen  or  so 
of  the  «)lder**  employees  who  knew 
her  first  name,  hut  none  of  them  ha<l 
ev«-r  had  tlx*  temerity  to  use  it, 
l-'or  several  days,**  Miss  Tiffin  had 
fumed  inw.irdly  at  Kenneth  Wilson's 
encKiat  hment  on  her  dignits.  Then 
this  morning  he  called  her*"  into  his 
oflii'c,  dietatetl  three  short  letters,  ami 
said,  “That’s  all  for  now,  la-tty.” 

Soim-thing  inside  la-titia  ’Tillin'' 
snap|x-d.  .She  rost*  to  her  lull  five  t<-et 
and  ta(-ed  him  across  the  desk. 

“Mr.  Wilson.”  she  said  firmly,  “I  am 
at-t-iistomed'*'  to  lx‘ing  addr(‘ss«‘d  as 
Miss  Tiffin  " 

Kenneth  Wilson  lixiked  up  at  her 
with  his  grin  unaltered,  his  eyes 
bright.  .Alter'"  a  moment  he  answered 
(-asnally,  "D.K.,  Slioity,”  and  re 
turned  his  attention  to  the  pa|x-is 
Ix-fort-*"  him. 

.A  whistle  blew.  Miss  Tiffin  patteil 
her  well-disciplined  hair,  placed  n|xm 
it  a  felt  hat  entirely  iniKK-r-nt**  of  any 
pn-tense  at  following  the  dictates  of 
fashion,  drew  a  st-nsihle  black  hand¬ 
bag  from  one  of  the-'-*  d«-sk  draw«-rs. 
and  dc-parted  lor  Inneh,  still  throwing 
off  little-  sparks  of  indignation. 

.At  till-  i-orm-r  drugstore-,  she-'* 
hande-el  a  nieke-l  tei  an  e»vi-rly  lipsticke-el 
yemng  wemian  and  pine  kc-el  a  news- 
pa|x-r  freim  the-  rack.  .She  se-ttle-d  he-r- 
se-lf*‘  ein  a  stexil  at  the  lunch  c-oiintc-r 
and  delilx-rately  o|x-ne-d  the  papt-r  tei 
the-  “He-lp  VV'ante-d”  sc'ction.  Pausing*’' 
emiy  tei  eiide*r  a  saneiwich  anel  a  glass 
eif  milk,  at  the-  insistenc-e*  eif  a  fre‘c-kle-el 
youth  Ix-hinci  the;  c-eiunter,**  she  jx-- 
rusc‘cl  the-  c-olumn  briskly.  She  re-ael 
it  ite-m  by  ite-m  until  she  came  tei  eme- 
that  state-el. 

“Wante-d;**  F.xix-rie-ncc-d  se-cre-fary 
tei  manage-r  eif  .small  we-e-kly  pa|X‘r. 
.Salary  gexxi.  ( dameinr  ty|x-  ne-e-d  neit 
apply.”** 

Miss  Tiffin  finished  her  liincb,  with¬ 
out  c-ve-n  waiting  leir  her  customary 
dish  eil  ic-e-  c-rc-am,  and  le-ft  the  drug- 
steire-**  with  an  air  eif  grim  determina¬ 
tion. 

.A  le-w  minnte-s  late-r,  she;  o|X‘ne‘cl  a 
eleieir  marke-el;  Pn/i/iv/ii'r— T/u’*"  Tara- 
krrt  T'atuirrs  Wrrklif.  She  walked 
into  the-  office-  anel  stexxl  jnst  insich- 
mitil  the-  spare-,  graying  man  at  the-** 
far  e-nd  of  the-  rexim  lexiki-d  up  from 
the-  pa|x-rs  cm  his  shabby  de-sk  and 
re-garele-el  hc-r  eeilelly.  Normally,  she- 
weinld'*  have  re-tnrne-d  his  lexik  with 
e-epial  chill;  lint,  as  it  hap[X-ned,  she- 
was  einly  dimly  aware  eif  it. 

He  cle-are-el  his  threiat**  dryly.  “Yein 
e  ame  in  answer  to  the  advert ise-ment?” 

<('iiutinui-<l  DH  tu-xl  pntlft 
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‘■V«Mir  iiaiiw?"  Hf  wavi'<l  toward  a 
\at-aiil  chair. 

"Milk*  laftitia*^  'J’iflin.” 

"Very  well,  Mm  Tiffin.  I  am  Doctor 
(dawMin."  Ilc'  leaned  forward  in  liis 
chair  and  tap|X'd  a  penc*il  on  tfic*-*'’ 
desk  for  cmiphasis.  “Plc*aM*  reineinfrcM, 
Dot  tor  (ilawson,  not  Mi/itrr  Clawson.” 

"Ca-rtaiidy,  DcK'tor  (ilawson.”  Miss 
'fiffin**  found  herscdf  wondc-riiif;  how 
the  irrc'prc'ssihle  Kennc'th  I..  Wilson 
would  have  answerc*d.  Would  he  have 
said,  "Sure,  Doc-,”’^  or  "HiKht  yon  arc-. 
Slim”? 

The  man’s  pale  eyes  fcK-iised  thc'in- 
sc'lvc's  on  a  s|)ot  ciri  the  wall  just  Ih*- 
hind  her  hc*ad.  “Now,  Mi.ss  Tiffin,”'"* 
he*  said,  "why  did  you  ti-riiunate  yoni 
former  c-mploymc*nt?" 

"I  haven’t  terminated  it  yet.”  In 
the  past  sc'vc'ral*'"  days,  indi>{nation  had 
Im'C’oiiic*  so  familiar  that  she  was  un¬ 
aware  it  was  iN'Kinnin)^  to  take  a 
nl•w*"  trac-k.  Terminate,  my  fcM>t,  she- 
thoiiKlit.  I’m  KoiniK  to  cpiit  that  youiiK 
upstart.  la't  him  sc‘c*  how  he  likc's 
that!  Her  mind  went  over*'  the*  other 
womcMi  in  the-  ofliec*,  and  she*  w'on- 
dered  who  in  the  world  would  take* 
her  placs*.  'niey’d  prohafdy  misunder¬ 
stand**  Kc‘nnc‘th  Wilson’s  friendliui‘ss 
—  take*  advantaue  of  his  ^oikI  nature*. 
And  who  weiulcl  hri*ak  in  the*  new 
Kiris- tc*ac*h  the*m**  lnlerstatc*’s  way  of 
cloiiiK  thiiiKs?  Wc*ll,  that  wasn’t  h<*r 
prol)le*m. 

She*  s|)okc*  to  l)(M-lor  (ilawson  with 
more  firmnc'ss  than  the***  statc*ment 
warrante*cl.  "I  iute'iid  te)  resiKii  this 
alte*rnoon.” 

"And  your  rc*asons?” 

What  were  her  reasems?  Had  she* 
l)e*c*onie**’'  sueh  an  e>ld  fuddy-duddy 
that  she*  c*oulcln’t  ac*c*c*pt  c*hanKe*?  Tee 
morrow'  w'ould  la*  Saturday.  Mayla* 
she  would  try  a**  nc*w  hair  style,  .some*- 
thiiiK  .softe*r.  She*’d  Ke*t  a  fc!W  new 
c*lothes-lM*forc*  she  starte‘d  on  a  im*w 
joh,  etf  eemrse*.  (!e*i1ainly  she**"  c*onld 
aec*e*pt  chatiKe*.  She*  hersc*lf  eoiild 
ehaiiKe.  1  hnt  wasn’t  he*r  rc'ason  for 
le*avinK! 

"My  n*ase»us  are*  purely  pc*rsonal.” 
"In*"  this  office*.  Miss  Tiffin,”  the 
|a*ncil  we*iit  tap,  tap,  tap,  “we*  do  not 
|M*rmit  evasion  in  enir  eunployoes.” 

Who,  she**"  woncie‘rc*eI,  did  he*  think 
he  was -the  Ke*c*ordinK  Aukc'I?  She* 
csmicin't  imaKiuc*  Ke*nneth  Wilson’s 
pryiiiK  into“  antfourn  affairs. 

“I  uin  not  la'iiiR  evasive.”  Miss 
'rinin’s  small  hands  maintaine-d  an  un- 
csimpreimisiiiK  Kfif)  on  the*'"  hlac'k 
handhaK,  as  thctiiKh  she*  we*re*  straiiK- 
liiiK  it.  "I  s<*e  no  rc*ason  to  discass— ” 
"Miss  Tiffin,  the*  persemal  live*s  of 
emr**  employc*es  are,  at  all  times,  e»|K*n 
te)  the  closest  scrutiny.  Kven  rhiUlrvu 
ke*c*p  parakc'ets  for  pets  and  read*’** 


our  pa|)e*r!  I  must  insist  that  you  l)c* 
epiite  s|)e*cific*.” 

The  pencil  lay  still  on  the  desk. 
Miss  Tiffin  lookc'ci  sciuarcly''*  into  Dex*- 
tor  (.ilawson’s  cold,  blue  eyes  and 
wonclerc*d  how  those  nic*e  little*  Vrirds 
e*vc‘r  KC)t  rnixc'd  up  with  such  a  man. 
rhc*n,*®  while*  she  lcK)kc*d,  a  chaiiKc* 
came*.  It  ccndcl  have  lx*c*n  only  a  Kle*am 
e)f  curiosity.  Or  it  ce)uld  have  lM*c*n 
a  Klc*ain  of'"^  anticipation  of  the*  un- 
ple*asant  Kossip  he*  ol)viously  c*x|)e*c*te*cl. 
His  Krayish  fc*atnrc*s  dislorte*d"  the*m- 
sc'lvc's  into  some*thinK  that  c*ould  c*ve*n 
have  lM*c*n  inte*ncie*cl  for  an  e*nc*ouraK' 
iiiK  smile.  He  lc*ane*cl  forward  sliKhtly'*" 
and  his  dry  old  voic*c>  said  softly, 
almost  c*e)axinKly,  “You  c*an  confide*  in 
me*.  Miss  Tiffin.” 

"I,”  Miss  'I’ilfin  said  cpiitc*''"  dis¬ 
tinctly,  "am  not  K'ven  to  confide*ncc*s.” 
She  rose*  from  he*r  chair  as  thouKh 
pro|)e*lle*d  hy  a  stroiiK  spriiiK-  "(io<Kl 
day,  l)e)c*tor"“  (ilawsoii.” 

Feir  the  first  time  in  ail  hc*r  twentv 
years  with  Interstate  'Iransit,  Miss 


What’s  in 


FOK  HHYI.I.IS  the*  prol)le*m  was 
always  the*  same*.  No  matte*r  whe*re* 
she*  wcMit,  pc*ople*  we*rc*  always  askiiiK 
the  .same*  c{ue*stion.'  ‘‘Whc*re  do  you 
wc)rk,  Phyllis?”  they’d  say,  with  the* 
c  asual  interc*st  of  a  nc*w  acquaintance. 

What  c*oidd  she*  tc*ll  the*m  hut*  the* 
truth?  She*  coidcin’t  say  that  she* 
w’orke*d  at  Macy’s  or  some  plac*c*  like 
that.  As  sure*  as  she*  did,  somc*one 
would  j)op  up  and*  say,  "Oh!  1  work 
thcTC*  tr)o.  What  clc*partment  are*  you 
in?” 

She*  evc*n  trie*d  l)c*inK  c'vasive  onc*t*, 
hut  he)w  can  you  he*"  c'vasive  whc*n 
se)me*e)ne*  asks  you  whe*re  yem  we)rk? 
After  all,  she  didn’t  |)ossc*ss  the*  fiimsse* 
e>f  a  traine'd  diplomat.* 

So  she*  always  saiel  in  a  soft  voic*c*, 
"I  work  for  an  advertisiiiK  aKc*ncy.” 

"Oh!”  the*y  would  .saf  .  "Y  tx  K  or* 
j.  \\'altc*r  Thompson,  mayl)c*?”  And 
the*n  she*’d  have*  to  te*ll  them  the*  name 
of  the*  c'ompany,  and  evc*ryone*  would 
start*  te)  laiiKh  and  make  crac*ks 
alxuit  it, 

Ne),  Phyllis  knc*w  this  was  .some*- 
thiiiK  she  just  had  to  live  with.  No 
matter  how*  hard  she*  tried  te)  con- 
se)le  herself,  she  could  never  forKc*t 
the  name  hIcK'k  on  the*  office  station- 


Le*titia  Tiffin  was  half  an'"  hour  late* 
retuniiiiK  from  lunch.  .No  iH)we*r  could 
have  made  her  admit  c*ve*n  to  he*rself 
that  she  hopc*d  he*r  tardiness**  had 
Kone  unnoticed,  hut  site*  o|x*nc*d  and 
closc*cl  the*  outer  door  K<*"dy.  linmev 
diale*ly,  he*r  hu//e*r  sounde*d.“'' 

Hastily,  she  remove*cl  her  hat,  thrust 
he*r  haudhaK  inside*  he*r  desk,  and 
e*nte*re*cl  the*  iniie-i  office*  with  rathe*i 
le*ss  than'"  he*r  usual  com|>osure*.  ’I'o 
he*r  e*normous  ie*lie*l,  afte*r  the*  first 
sharp  glanc*c*,  the*  dark  e*yc*s  of  Ke*n- 
ne*th  W'ilson''’  appe*aie*d  to  noti(*e* 
iiothiiiK  unusual. 

“(a*t  yoeir  notc*hook,  will  you. 
Shorty?”  he*  aske*d  c*omfortahly.  “I’d 
like  to**  Rive  you  some*  more*  le*ttc*rs.” 

rlien  he*  drop|X*cl  hoth  hands  Hat 
on  the*  de*sk  and  st.ue*d  afte*r  the* 
small,  oiM*die*ntly  re*tre*atinR'"  fiRiire* 
After  a  mome*ut,  he*  re*iue*ml)e*re*d  to 
close  his  mouth.  Miss  riHin’s  e*xpre*s- 
sion  had  chanRe*d.  fhe*  rc*sult  was*'' 
frosty,  hut  the*re*  was  no  douht  ahout 
it.  Miss  liffin  had  smiled!  (l.‘^7l) 


a  Name? 


JOSEPH  R.  BROPHY 

e*ry,  the*  siRii  on  the*  office*"  doea. 
Both  rc*ad  the*  same*; 

jlPYOC  ^  CD.. 
ADVKBTISINC;  ACF.NCY 

Phyllis’  boss  was  an  acc*ount'"  c*xc*- 
cutive  name*d  Hic*hie*.  She*  had  lM*e*n 
with  the  company  for  five*  yc*ars  and 
had  worke*d  as  .Mr,  Hic*hie*’.s  se*crc*tary" 
all  that  time*.  Phyllis  like*cl  lM*inR  Mr. 
Bic*hic*’s  sc*c*rc*tary,  and  he*  sc*c*me*d  to 
appre*c*iatc*  hc*r  e*florts.'*  That  is  what 
made*  the*  whole*  thiiiR  so  muc  h  worse. 
If  she*  hadn’t  like‘d  he*r  work  and  he‘i 
boss,  she*  swore*  that  she*  wouldn’t 
sjH*ncl  five'®  minutes,  much  le*ss  five* 
ye*ars,  in  a  plact*  calle*d  Jipyou  &  (lo. 

Phyllis  had  lalke*d  with  Mr.  Bichie* 
ahout  the'^  c*ompany’.s  name*.  The*  first 
time*  had  l>c*en  only  ahout  six  months 
afte*r  she*  starte*cl  workiuR  the*re*.  He* 
had  lauRhe*cl  a  little*,'*  sayiiiR,  “I  aRre*e 
with  ye)U.  Phyllis,  that  Jipyexi  &  Ce). 
sc*c*ms  like  a  prc*tty  silly  name*  for  a'* 
c*e)mpany.  Hut  old  Sam  Jipyou  was 
hiRhly  re*Rardecl  in  advertisiiiR,  and 
it’s  rcmkI  hu.sinc*ss  to  ke*e*p  the*  same 
namc*.'^  Aftc*r  all,  they  elidn’t  chaiiRe- 
the  name*  of  the  Wc*stinRhoeise*  Kle*c*- 
tric  Company  whe*n  Mr.  WestiiiR- 
house*  die*d.  See'*  you  sc*e,  Jipyou  is 
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not  siu'h  uii  <k1<1  iiaiiie  for  a  company, 
alter  all.” 

I  his  reassiiruiK-e  satisfied  Phyllis  — 
hot”*  not  for  lon^.  That  is,  sin*  didn’t 
think  much  alM)ut  it  until  she  started 
lu'ariiiK  the  remarks  lu'r  mon*  fac'<*- 
ti«)us-*  friends  would  make.  Hemarks 
like,  “jipyou  6c  Co.?  It  sounds  lik<‘  a 
company  of  confidence  men!  ” 

.At  one  time-'  she  ev«‘n  st.irted  on 
a  one-Kirl  campaiKn  to  have  th«‘  name 
chan({ed,  hnt  her  slips  in  the  s>inm-s- 
tion  Imjx  were  politely--  i^norecl.  Her 
final  act  was  to  suggest  that  all  the 
compel riy  station(*r\  Ih-  printed  w  ith  a 
ipiotation^*  under  the  name,  “What’s 
in  a  name?”  Romeo  and  Juliet,  .Act  2, 
Scene  2.  The  next  day  Mr.  Richie 
rallei!*’  Pliyllis  into  his  (»ffice  and  told 
her  that  the  vice-president  advised 
him  to  have  his  secretary  c«)nfin«--'’ 
her  su^){(‘stions  to  ways  of  improvin^ 
•iffice  <‘flicienc\ .  St>  her  campai^n  di«*d. 

I  hen,  one  aftenioon.  iMiyllis’*  re¬ 
ceived  a  shot  in  the  arm.  .Mr.  Richi«‘ 
was  si^ninu  the  day’s  oul^oiii^  corre¬ 
spondence  when  he  came  out  with'* 
the  news. 

"I  don’t  know  whether  you’ve  heard 
about  it  v«‘t,”  he  said  casuallv,  “hnt 
thcr<  ■  is  a  uoixl  possibility  that  the 
company  may  lx*  sold.” 

Phyllis  was  yrennincly  surprised. 
“You  m«‘an  jipyou  Co.  may  Ih-"' 
sold?” 

“Y<‘s,”  said  .Mr.  Richir-.  “There  arr- 
som«‘  |M-opl<‘  from  Chica^o  try  inn 
rr-ach  an  ann'ement  now.” 

“Drx-s  that  mr-an th«‘y  will  chann<‘ 
the  name?”  shr-  asked  ('anerly. 

Mr.  Richir-  lannh<‘d.  “As  far  as  that’s 
<'onc«‘rn«‘d,  I  don’t  know  ans  inor*' 
than^'  ymi  do.  Rut  I  ho|)e  for  yom 
sak«‘,  if  for  no  otln-r  reason,  that  they 
do  chaiinr*  it.  .Maylx-  th«‘r<-  will  Im- 
somr-  n<‘ws  stron.”-*- 

Pliyllis  was  elated.  Mr.  Richie  had 
told  h(‘r  not  to  net  her  ho|M‘s  up  too 
hinh,  but  Phyllis  just  couldn’t'^  iman- 
iiM-  anyonr*  buy  inn  ont  jipyou  Co. 
and  not  ch.mninn  the  name. 

Duriun  tin-  nr-xt  two  wr-eks  Phyllis^' 
thounht  mnch  alrout  thr-  sah*  of  thc 
ornani/ation.  S«-\«‘ral  tiuir-s  shr-  riucs- 
tioiH-d  .Mr.  Ricliir-,  but  In-  always'’’  told 
h<-r  nothiun  lurlber  had  dcvclo|X‘d. 

rh.ii  one  afternoon  he  sto|>|)<-d  off 
.it  lu*r  desk  to  tell  her  the  bin  n«'ws. 
“Well,'*  Phyllis,”  he  said,  “it  has  hap- 
|H*ne<l.  [ipyou  Ac  f!o.  has  Ix-en  sold 
to  that  nrou|)  from  (Jhicano  ” 

“.And  an’  they  noiun'"  to  ch.iun*’ 
the  name?”  she  asked  ho|M-lnlly. 

“They  hasen’t  rcic.ised  any  del.iils 
yet,  but  the  new  own«*r  wants  .ill  the''' 
employe<-s  assrunbled  at  ten  o’clock, 
so  I  "ill  find  out  then.” 

'I  he  n<‘W  owner  was  a  tall,  iniildle- 
aned’*  man  who  spoke  in  a  direct, 
strainhtforward  manner.  Pliyllis  hunn 


on  every  word  as  he  told  alxnit  the 
channcs^“  in  company  ixdicy  and  pio- 
ci’dure. 

As  he  came  to  the  subject  of  the 
company  name,  she  leaned  forward" 
in  her  chair  can‘*«ly. 

“There  is  one  other  important  m.il- 
ter  I  want  to  talk  about,  and  th.it  is 
the  name  of-  this  ornani/.ition.  I  fully 
reconiii/.c  that  Sam  jipyou  was  a 
hinhly  renarded  man,  th.it  his  is  a''  rc- 
s|H>ctcd  name  in  the  business:  but  1 
should  like  to  point  out  that  I  am 
r.ithcr  well  rcyarilcd  also.  ,\s  a^'  re¬ 
sult,  1  have  decided  to  dro|)  Sam’s 
name  and  use  my  own.  In  the  future 
we  will  In-  known  as  .A.  Swindler  6.'*' 
•Associates.  'I'hank  you. 

Rut  for  Phyllis,  the  final  blow  came 
when  sill’  lieard  Mr.  Swindler  say  to 
a  piotestinn'*  olil  timer;  “.Alter  .ill. 
(<M-,  as  Shakes|XMie  said,  ‘What’s  in 
a  name.’  ”  ( 93 1  ) 

OGA  MEMBERSHIP  TEST 

A  father,  in  y^uidin^  his  sou,  told 
him  to  drive  a  nail  into  a  post  when¬ 
ever  he  did  an  «*vil  thiny',  and'  to 
withdraw  one  when  he  did  a  y^ood 
act. 

'I'he  son  did  as  he  w.is  told,  and. 
after  a  time,  while  he  had  driven 
many-  nails  into  the  post,  he  had  suc¬ 
ceeded  in  doiny'  ciiony'h  yroixl  deeds 
to  Im-  able  to  withdraw  them  all.  So'* 
he  proudly  showed  his  lathei  the  post. 

“Rut.  why  those  holes?”  he  was 
.isked. 

“  I'hat’s  whr-re  the  nails  li.nc  iM-en,” 
he  replied  meekly. 

’’.And'  so  it  is  with  life,  .Sou,”  ad- 
moiiislied  the  father.  “You  may  do 
y^oorl  ih-cds,  turn  over  a  new  le.if,  or 
corrci  t  mistakes,’  but  the  holes  of 
w  rouy.'doium  .ire  still  there.”  (  HlT) 
David  ('.rai/siin,  in  the 
Mortou  Mrwnidf’r 

JUNIOR  OGA  TEST 
The  Farmer  and  His  Dog 

One  day  a  I’.irmcr,  rcturniny'  from 
the  field,  found  his  child's  i  radic 
overturned,  the  clothes  all  torn  and 
bloody,  and  his'  Doy;  lyiny'  ueaiby, 
besmearr-d  also  with  bloiMl. 

Thinkiny'  that  the  animal  had  de¬ 
stroyed  his  child,  hi-  killed  him  with 
the^  hatchet  in  his  hand,  then,  turn- 
iiiyi  up  the  cradle,  he  found  his  child 
unhurt  and  an  enormous  Ser|>i-ut  ly- 
iiiyi  dead'  on  the  flooi,  killed  by  the 
faithful  Doyi  whose  (-ourayie  and  fidel¬ 
ity  in  saviny;  the  child’s  life  deserveil 
another*  sort  of  reward. 

(It  is  dany'erous  to  y{ive  way  to  the 
suddeii  im|)uls<-  of  a  blind  p.ission.) 

(•Hi) 

—  .Adapteil  from  Atsoj/s  hahlrs 


,  FLASH  RFADINC  ] 

/  Was  a 

Satisfied 

Steno 

MARGARET  O.TTLEY 

For  somk  rkason,  i  took  to 
shorthand  like  a  duck  to  w.iter.  I 
couldn’t  learn  history  to  save  my  neck, 
so,  not'  beiny'  o\eilv  ambitious  about 
sctlinyi  .iny  records,  I  didn’t  bothei  to 
nive  th.it  i-ouise  any  i-xtr.i-  desoliou 
Rut  shoithaiidl  Ah,  th.it  w.is  .luothi-i 
matter.  Ms  family  didn’t  stold  .ibout 
the  time  I  spent'  on  this  l.isciu.itmu 
skill,  thoiiy'h  the\  did  deplore  niv  |>ooi 
yr-ides  in  history,  es|M-(-ially  when  I 
failed  to  p.iss*  three  of  the  courses 
the  first  time  throiiy’li. 

Maybe,  like  iM-iuy;  the  first  in  a 
family  to  learn  a  lany'iiay'e  loreiy'ii'*  to 
the  rest  of  the  clan,  I  led  my  ey^o 
with  this  newly  learned  skill.  I  de- 
liy'hted  all  the  kids  I  knew  by  writiny'" 
their  names  and  .inythiny'  else  the\ 
asked  lor  in  shorthand.  Iliis  ardoi 
lor  shorth.uid  stayed  with  me  on  the 
job;  I  was'^  happiest  when  I  was 
t.ikiny;  shorthand  and  transei  ibiny4.  I 
didn’t  exert  myself,  or  my  brain,  be 
yoiid  the  deniaiKis’*  made  of  me.  It 
didn’t  o(-(-ur  to  me  to  l«-  interested 
in  the  functions  of  other  departments, 
or,"  in  fart,  with  the  responsibilities 
of  other  |M-o|)le  in  the  sanii-  d<-part- 
iiieiil.  In  f.ict,  I  was  well  on  my'"  wa\ 
to  stayiny{  a  sti-noy'i.ipher,  thoiiy'h  I 
still  think  I  r-oiild  have  Ih-i-ii  a  happy 
OIK-,  but  it  wriiild  h.ive  iM-en  a  di-ad"- 
eiid  str«-et  from  a  salary  point  of  vii-w . 

rhen  I  wi-iit  into  a  ik’W  job.  This 
time  thr-  boss  knew  what  a  sei  iet.irv'' 
should  do,  and  he  diihi’t  let  me  just 
coast  .iloiiy'  t.ikiiiy*  shorth.iiid  and 
transr-ribiny'.  His  respoiisibililir-s'  ' were 
varied.  I’or  our-  thiiiy',  many  ilor-ii 
iiK-iits  came  to  his  attr-iition.  It  was 
important  to  keep  track  of  thr-m  at" 
.ill  tinir-s,  for  very  oftr-n  thi’y  hail  to 
Im-  routed  to  other  |M-op|(-  both  in 
the  company  anri  out  of  it.'’’  I  had  to 
Im*  abir-  to  put  my  hanri  on  any  doi  ii 
iiM-iit  at  a  moiiK-ut’s  iioticr-.  1  learii<-d 
to  kr-r-p  recorrls,'"  and  .ir  r-ur.itely! 

Hr-  marir-  many  trips  anil  oftr-ii  was 
.iw.iy  for  si-vr-r.il  wr-r-ks.  Rer-ausr-  so 
many  probli-ms'^  i  ame  up  w  hili-  hi- 
w.is  away,  I  always  had  to  know 
vs  hen-  to  y(i-t  in  toiir  h  w  ith  him.  I 
H  uul’aanl  on  pau.v  th 

*  Vonthulur  y  itmitrd  to  (  Uaf'trft  Onr  throoi/h 
Sii  of  Shofihonti  S%n 
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R.C. Allen  Business  Machines.  Inc. 

678  Front  Avo.,  N.W.,  Grand  Rapids,  Michigan 
EDUCATIONAL  DEPARTMENT 

Without  obligation,  ploos*  tend  me  more  information 
about  the  R.  C.  Allen  VitOmatic  Typewriter. 

NAME _  _  -  _ 

SCHCX51 _ _ 

ADDRESS - - 

CITY - ZONE  —STATE _ - 


VISIBLE,  AUTOMATIC  MARGINS  —  The 
easiest,  fastest  margin  setting  of  all.  Indi' 
<ators  show  exact  location  on  margin  stale. 

INTERCHANGEABLE  PLATEN — Teath 
on  the  mathine  that  gives  you  the  "Quitk* 
•Switt  h”  platen,  that  makes  the  VisOmatic 
a  speiiali/ed  writing  matliine. 

BALANCED  LINE  SPACING  —  Save  miles 
of  "reach”  witli  t>ne  space  movement  of  the 
lever  for  single  spacing;  two-space  move¬ 
ment  for  double  spacing;  not  .  .  .  three- 
space  movement  for  all  spacings. 

FINGERTIP  KEYSET  TAB  CONTROLS 
— C>)nveniently  plated  on  facing  panel; 
instant,  precision  set  and  clear;  sim|>lihes 
tabulation  recpiired  in  all  types  of  profes- 
sicmal  work. 

ADJUSTABLE  SPACING — .Simplirics 
right  margin  justification  and  "error  cor¬ 
rection." 

ALL  THE  “PROFESSIONAL"  FEA¬ 
TURES —  assuring  a  thorough  prepara- 
ticiti  for  the  business  world. 

free  to  teachers 

with  every  R.  C.  Allen  VisOmatic  Typewriter 
sold  to  a  school,  a  new  educational  portfolio 
of  classroom  timed  typing  tests.  Mail  coupon 
for  complete  details  and  school  folder. 


R.C. Allen  Business  Machines.  Inc. 

678  Front  Avo.,  N.W.,  Grand  Rapids,  Michigan 
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PROFESSIONAL  REPORT 


PEOPLE 


•  John  M.  Canty  has  been  ap¬ 
pointed  Director  of  Business  Education 
of  the  Boston  (Massachusetts)  Public 
Schools.  The  first  person  to  hold  the 
|X>sition  in  seventeen  years,  (.’anty 
won  the  appointment  over  twelve 
competitors.  He  will  be  in  charge  of 
approximately  200  business  teachers 
in  thirteen  high  schools,  eighteen  jun¬ 
ior  high  .schools  and  th<*  Boston  f.’ler- 
ical  School. 

Prior  to  his  appointmt'ut  Canty 
spent  four  years  as  special  assistant 
to  the  business  manager  of  the  Boston 
public  schools.  From  1952-53  he  was 
also  head  of  the  Department  «)f  Busi¬ 
ness  Education  at  South  Boston  High 
SchfKil. 

Canty  presently  teaches  evening 
courses  at  the  Bentley  School  of  Ac¬ 
counting.  He  has  Im'cii  there  since 
1944.  For  sixteen  years  (1935-51), 
he  taught  at  the  Boston  High  ScIum)! 
of  Commerce. 

Educated  in  Boston  public  sch(K)ls, 
Chanty  was  graduated  from  the  State 
Teachers  College,  at  Salem,  in  1930. 
He  rec<*ived  his  Master  in  Education 
from  Boston  College,  his  LL.B  from 
the  Boston  College  Law  School,  and 
his  M.B.A.  from  Boston  University. 
He  was  admitted  to  the  Massachusetts 
Bar  in  1939,  the  Federal  Bar  in  1941, 
and  the  Treasury  Department  in 
1941.  Since  1939  he  has  been  a 
princi|)al  and  consultant  in  the  prac¬ 
tice  of  law,  accounting,  and  taxes.  He 
is  married,  and  is  the  father  of  three 
children. 

•  Mary  Brower  C.’anfield,  chairman 
of  the  Department  of  Secretarial  Stu¬ 
dies  at  the  University  of  Toledo, 
Toledo,  Ohio,  has  Iwen  awarded  her 
Ed.  D.  degree  by  New  York  UnivjT- 
sity.  She  completed  her  thesis,  “A 
Handbook  for  the  Beginning  Business 
Teacher,”  under  the  direction  of 
Herbert  A.  Tonne. 

Mrs.  Canfield  is  a  member  of  I>dta 
Pi  Epsilon,  Beta  Gamma  Sigma,  and 
Kappa  Delta  Pi.  She  is  former  secre¬ 
tary-treasurer  of  the  Ohio  Business 
Teachers  Association  and  former  chair¬ 
man  of  the  business  department  at 


Mary  Browk.h  (.'anfikld 
...  a  Utuulhook  to  begin  with 


B(‘dford  (Indiana)  High  ScIkmiI.  She 
was  promoted  to  the  rank  of  full  pro¬ 
fessor  at  the  University  of  Toledo 
earlier  this  year. 

•  E.  C.  .McGill,  president  of  the 
United  Business  Education  Association, 
has  received  his  Doctor  of  PMucation 
degree  from  New  Yoik  University.  He 
is  currently  head  of  the  Department 
of  Business  and  Business  Education 
at  Kan.sas  State  Teachers  College, 
Pmiporia,  Kansas. 

l>r.  .McGill  received  his  degree  this 
summer  after  comph'ting  his  thesis. 


E.  C.  McGn.1. 

.  .  .  the  president'a  study 


”A  Study  of  Business  Skills  and 
Knowledge  Used  by  Business  and 
Nonbusiness  People.”  It  was  written 
under  the  direction  of  Herbert  A. 
Tonne. 

McGill  earned  Iris  B.S.  in  Educa¬ 
tion  at  Southwest  Missouri  State  and 
his  M.S.  in  Business  Education  at 
Oklahoma  A.  &  M.  He  is  the  author 
of  Ptotluction  Typing  (1955)  and 
Communiratum  Typing  (1944). 

McGill  was  elected  president  of 
UBEA  earlier  this  year.  He  is  past- 
president  of  N.\BTri  and  the  Moun¬ 
tain-Plains  BE.\. 

•  E.  M.  Douglas,  president  of 
Madi.son  (Wisconsin)  Bii-siness  Col¬ 
lege,  has  retired  after  4S  years  as  a 
business  teaclu-r.  He  has  sold  his  in¬ 
terest  to  his  two  partners,  Otto  Mad- 
land  and  Fred  Broker,  but  will 
continue  as  president  of  the  school. 

An  instructor  in  Gregg  shorthand, 
typing,  English,  and  machine  short¬ 
hand,  Douglas  began  his  teaching 
career  at  the  National  Business  Col¬ 
lege,  in  Newark,  New  Jersey.  He 
later  taught  at  Breu  kton  (Massachu- 
.setts)  Business  University. 

•  I.,<‘wis  A,  Klos  has  lK*en  ap- 
iwinted  c-hairman  of  the  Department 
of  Secretarial  Studies  at  Pace  College 
in  New  York  City.  He  has  been  a 
member  of  the  Pace  faculty  for  the 
past  five  years. 

•  Sister  M.  Euphrasia  has  been 
made  Mother  Superior  of  tire  Sisters 
of  Mercy.  Sh«-  was  formerly  principal 
of  (Catherine  MaeAnley  Commercial 
High  Seh<M)l,  Bnarklyn,  New  York. 

•  Richard  S.  Dale  has  received  his 
Ed.  D.  degree  from  New  Yrrrk  Uni¬ 
versity.  He  is  presently  assistant  pro¬ 
fessor  at  New  Mexico  Highlands 
Universifv,  l»«s  V’egas,  New  Mexico. 

Dah-’s  thesis,  '"I'lie  Development  of 
a  HanillMM)k  of  Group  Dynamics 
'leehnirpies  for  r;nllrg<!  3’eaehers  of 
tlertain  Business  Administration  Snb- 
je»>ts,"  was  eomirleted  under  the  rli- 
rectirm  of  llerlrert  ,A.  T«inne. 

Dale  is  former  owner  and  director 
of  the  Fronti«*r  Business  School,  l/K-k- 
[)ort.  New  York.  He  is  a  rnernlrer  of 
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th<-  Alpha  (>hapt<'r,  Delta  Pi  Kpsiloii, 
the  \  ew  Mexieo  Kducatioiial  Assoc-ia- 
tion,  and  NBF.A  am!  UBKA. 

•  Bruce  F.  Jefiery,  directnr  of  Inisi- 
iie»s-t«‘acher  trairiin^;  at  t!ie  State 
Teachers  ClolJege,  Salem,  Massacrhii- 
si'tts,  tias  iK'en  selectr'd  to  serve  as 
cliairmuti  of  tlie  New  KiiKlaiid  Accre¬ 
diting  Committee  of  the  National 
Accrediting  (.'ommission  for  Business 
Scltools. 

Ac-crediting  groii|)s  inspect  sclKxds 
witli  hiisiness-f'ducatioii  pnigrams  and 
classify  each  institution  on  its  curri- 
cidiim,  staff,  admission  jxdicy,  gradu¬ 
ation  standards,  vtc.  j«*ffrey  servjxl 
three  years  as  I’BF.A  state  director. 


•  Sister  M.  Dorothy,  formerly  head 
of  the  hiisiness  departm(‘tit  at  Bishop 
McDonnell  fligh  ScIkkjI,  BrtMiklyn, 
New  York,  is  now  s<*cretary'  general 
of  the  Sisters  of  St.  Dominic  (.\mity- 
ville,  .New  York).  Now  Mother  Doro¬ 
thy,  she  is  the  new  principal  of  Do¬ 
minican  Commercial  High  Sch(X)l, 
Jamaica,  New  York.  She  is  also  presi- 
detit  of  the  Catholic  Business  Teach¬ 
ers  Ass(K-iation. 

•  Kver«'tt  ().  Fenton  has  received 
the  Disahh'd  American  Veterans  “(ati- 
/.en  Salute”  for  his  work  in  helping 
handica|>ix‘d  veterans.  He  is  president 
of  the  American  Institute  of  Business, 
Des  Moines,  Iowa. 


You  will  advance 
fatter  in  your  career 
if  you  have  been 
well-trained  in  an 
accredited  school — 
and  if  you  acquire 
the  EraserStik  habit 
early. 

EraserStik  it  differ* 
ent.  It  is  a  modern, 
slim,  pencil-shaped, 
wood-encased  eraser 
that  erases  a  tingle 
letter  without  marring 
the  rest  of  the  word. 
It  sharpens  just  like 
a  pencil. 

If  you  want  praise 
instead  of  criticism, 
use  EraserStik.  For 
typewriting,  pencil  or 
ink.  Get  a  few 
today. 

TEACHERS:  FREE 
sample  available  for 
clast  demonstration. 
Write  on  school 
stationery. 

For  best  results 
expose  rubber  point 
about  3/16”. 


SI 


A.W.FABER-C45m£ 

PENCIL  CO.,  INC.  NEWARK  s/n  J 


•  Si.stcr  Marie  Knda,  formerly  a 
hiisiness  teacher  at  Aipiinas  High 
SchiKil,  Bronx,  New’  York,  has  Ix'cn 
apixiinted  dean  of  St.  Thomas  Aqui¬ 
nas  Cadlege,  Spark  Hill,  New  York. 

•  Three  North  Dakota  distributive 
education  co-ordinators  have  retiMved 
promotions  to  administrative  positions 
in  other  states. 

Lyle  Brennu,  eo-ordinator  for  Lung- 
don  High  School  during  the  pu.st  two 
years,  will  Ix’come  state  supervisor  in 
Idaho.  Dave  Mair,  w’ith  three  years 
as  co-ordinator  at  Devils  Lake  and 
Knderlin,  will  l>e  state  su|M*rvisor  for 
Montana.  Harland  Samson,  co-ordina¬ 
tor  at  (>urri.son  for  the  past  two  years, 
will  lx*  a  teacher  trainer  in  Iowa, 

•  Dmis  (.'.  Nanassy  has  Ix-en  pro¬ 
moted  to  the  rank  of  full  professor 
at  the  New’  Jersi*y  State  Teachers 
College  at  Fatersou.  He  is  inlitor  of 
till’  liusitu'ss  lAhicatum  Index  and  is 
currently  vice-presid«*nt  of  the  New 
Jersey  Business  Kducation  Associa¬ 
tion. 


TYPING  DO'S  AND  "DOPES" 

How  Availablo;  Posters  8  x  10  for  your  Bulletin 
Boorrls.  Eoch  Poster  in  Red  and  Block 

FAULTY  TYPING  TECHNIQUES 
ILLUSTRATED  WITH  A  TOUCH 
OF  HUMOR 

Serirs  of  six  posters  in< lodes  the  following: 

"Punchy  Paul" — (Listen  for  the  Bell) 
"domotout  Gertie" — (Trim  those  Noils) 
"Dreamy  Dora" 

"Slop-Em  Down  Sue" — (Watch  that  Wrist 
Action) 

"Peepin  Tom" — (lyes  on  Copy!) 

"(Aoie  Top — Less  Top" 

This  series  of  six  Posters  can  be  obtoined  tor 
$1  (X)  by  writing  to 

Business  Teacher's  CuMe  Potter — Visuol  Aids 

Deot  W  Box  IM  Conway,  New  Hompshire 


I  G  R  O  U  P  S  I 

•  'I'he  .Suuthern  B'lsiness  Kduca¬ 
tion  Ass(K'iution  has  announced  pro¬ 
gram  details  of  its  19.5.5  convention, 
which  will  lx‘  held  at  the  Soreno  Hall 
in  St.  F(‘tersburg,  Florida,  Novt*mlx»r 
24  to  2H.  The  convention  theme,  Bet- 
t(‘r  Business  Kducation  through  Im- 
jtroved  Instruction,  will  lx*  treated  in 
a  series  of  panel  di.sciissions  to  l>e 
held  on  the  second  and  third  days. 

'I'liree  featured  speakers  have  Ix-en 
scheduled.  Holx'rt  Slaughter,  vice- 
president  of  the  Cregg  Fublishing 
Division,  Mc<Iraw-Hill  Book  Com- 
panj,  Ine.,  will  address  the  Annual 
BaixpH't  on  “The  Dimension  of  I’er- 
sonality  in  Teaching.”  The  keynote 
s|X’aker  on  opening  night  will  W 
Hamden  L.  Forkner,  ol  Teachers  Col¬ 
lege,  Columbia  University,  New  York 
City.  VV.  C.  (iill,  office  manager  of 
the  Douglas  Aircraft  ('ompauy,  Inc., 
Tulsa,  Oklahoma,  will  lx-  tlie  main 
speaker  at  the  first  geni*ral  s<*ssion. 
His  topic  will  be,  “(annmon  (Ground 
in  Biisiiii'ss  and  Kducation.” 

Clo-chairmen  of  the  hx-al  committee 
are  Tod  Dravis  and  John  Hudson 
(Chili |xirt.  Florida). 

The  daily  schedule  is  as  follows; 

Tih'usday,  Novkmhkk  24 
8;(M)  n.tu.—lienisirdtion  desk  opens. 
4 :  ‘Tt i-5 : 30 -O/Jiciri/  reception. 
0;30-Fe//oii;.v/iip  Dintier:  presiding, 
Vernon  Miisselman,  president  of 
SHK.\;  toastmaster,  Kenneth  Zimmer, 
stvond  vic’e- president;  keynote  ad- 
dres.s,  Hamden  L.  Forkner. 

Fhidav,  Novf.mbkh  25 
9; (M)- 10;. 30  u.m.— hirst  Cleneral  Ses¬ 
sion:  presiding,  Vernon  A.  Mussel- 
man;  chairman,  (dadys  Johnson,  first 
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Teach  Them  TODAY... The  Machines  They  Will  Use  TOMORROW! 


Behind  each  MONROE 


A  Complete  Course 

for  Best  Teaching 


Kor  ti|)-t<*-ilal«‘  MiiiMii  |»laiiMiii^  ol  a  iiioili-rii 

inarliiiM-  <  iii i iriiliiiii  Ih-^iii>  will)  llir  Miuium- 
plan,  liir  it  is  «'<iiii|i|)-ti-  llioroiigli,  atwi  <'af<‘liill\  laiil  out 

rills  plan  is  tin-  n-siill  mI  Vlonror’s  yi’iirs  oi  ••KpcrifiHf 
ill  «‘iiiirali(iiial  work.  It  rovors  tin*  most  roiiimoii  type' 
ol  liiisiiirss  fi^iiriii^'  ami  arcoiiiitiii^  i‘i|iiipiiii-Mt :  (alrii- 
l.ilor,  a<i<iin^  ma<  liim-,  liookkn-piii^  macliim*.  Karli  stop, 
troni  I iimiam)‘iital>  to  tin*  moio  intriralo  (igunii^  on- 
roiintoroil  ill  ••voryilay  liiisiiic^s.  ix  lll■si^ll<■)i  ami  <lirr«  |o<l 
tor  hnth  stmivn!  anti  trailin  in  romprolioiisivo  ooiirsoh. 

IVarlicrs  aro  alili-  to  orf:aiii/r  an  riiliro  lorm's  work 
inoro  oasily.  .Simloiits  prof'ri'-'-  rapi<lly  ami  willi  coiiti- 
tlrmo  \ml,  all  iinportant,  thi'\  orr  hitninifi  mi  ifii' 
miithiiii'\  fhry  nuts!  nill  iisr  in  llinr  hnsinfs\  ranrrs. 

\  ronr^i*  or  kit.  arranoi‘ii  tor  ti-aclirr  ami  simli-nl.  ronios 
witli  oarli  niailiim*  pnirliaM-<i  at  no  oxlra  lo^i:  a<lili- 
lional  .imi  roplamm'iil  <  opii->  aro  at  a  nominal  i'liar;.'«'. 

It  yon  woiiM  likr  mort-  iiitorm.ilioii,  Monroo  lias  pro- 
pan‘<l  a  porltolio  fiivin^  <  oinplolc,  '|op-liy-slc|i  <lctails 
on  liow  to  install  a  rom|ilrt('  Ini'inoss  mat  liino  <  nrrir- 
nliim  or  oxiiami  a  prcsont  oiio.  \  <  o|iy  is  yours,  witlioiil 
olili^atioii,  liv  simply  mailing  tin*  I'onpoii  l»*|ow. 


Monroe  Calculating  Machine  Company,  Inc. 
Educational  Department,  Orange,  N.  J. 

Please  send  me,  without  any  obligotion  on  my  part,  Ihe  Monroe 
Portfolio  of  Teaching  Aids  and  Literature. 


FREE  PORTFOLIO! 


Twenty  inlormativo  seelioii-  liy  le.itl- 
inu  antliorities  tell  liow  to  or^ani/e  a 
liii'im’"  mar  liim-  eiirrn  ninm  . . .  trom 
proenrni^  Inmis  to  ">e|-n|»  ol  e|.iv«. 
room',  to  orf'ani/.ition  ol  <  <inr-e'. 


NAME 


SCHOOL 


address 


Opaialoi*  who 
know  pioioi 


Calculoling,  Adding, 
Accounting  Machinot 


MONROE 


STATE 


NOVKMRER,  1955 


The  neuif  more  realiaiir 
approach  to  necond- 
Mementer  Iraininfi 

yNIW,  IXfANDfD 
AUTHORSHIP 


•STPOWGfS 

TRAMSCRIPTION 

tMPHASIS 

{ :  .v  oBt 

FUNCTIONAL 
APPROACH 
TO 

HOMIWORK 


t  Dramatic 

IVI-APPtAL 


Letlim 
Zouhak 
Strony 

GREGG 

/  Hr  tat  ion  S  i  m  pi  i  fied 

SECOND  EDITION 

H  ith 

TRANSCRIPTION  WORKBOOK 
STUDENT'S  TRANSCRIPT 
TIACHERS  KEY  AND  HANDBOOK 

GREGG  PUBLISHING  DIVISION 
Mciiraei’lim  tUmk  ContfHtny,  Inr. 


vic»- president;  speakers,  Charles  B. 
Davis,  Kichrnond,  V'irginia;  John 
Kowe,  University  of  North  Dakota; 
and  W.  Cill,  Tulsa,  Oklahoma. 

10:45-12:00  —  Divisional  Meetings 

Secondary  Schools:  chairman,  Nora 
(ioad,  C^harleston,  West  V'irginia; 
assistant,  John  Hudson;  s|)eaker,  Lelia 
Keid,  Jacksonville,  Florida. 

Private  Btmness  Schools:  spi-aker, 
Morgan  J.  .Morey,  Tampa  College, 

Junior  Collcftes:  chairman,  Binford 
Peeples,  Bonneville,  .Mississippi;  as¬ 
sistant,  Dorothy  (Joleman;  .speaker, 
D(jak  S.  (iamplx'll,  president^  of  Flo¬ 
rida  State  University. 

ColU’ffes  and  Universities:  chair¬ 
man,  Norval  Garrett,  Southeastern 
Ixmisiana  College;  assistant,  Mabel 
Baldwin;  panel  moderator,  Russell 
Hosier;  i)anel  members.  Marguerite 
Oumley,  Z.  S.  Dickerson,  and  Devere 
Smith. 

2:00-3: 1 5— Sectional  Meetings. 

Basic  Business:  chairman,  Alvin 
Dickerson,  University  of  Arkansas; 
assistant,  Evelyn  Babb;  panel,  James 
W.  Loyd,  Mildred  Brading,  and  R.  D, 
(aK)p<*r. 

Clerical  Practice:  chairman,  Martin 
St(*genga,  Mississippi  Southern  Col¬ 
lege;  assi.stant,  Sara  Anderson;  mo<l- 
erator,  Arthur  L.  Walker;  panel, 
James  W.  Oews,  Emma  d’Aquin,  and 
Betty  Dean  Pl.itt. 

Administration  and  Supervision : 
chairman,  Parker  Liles,  Atlanta, 
Georgia;  assistant,  Euclede  Threlkeld; 
mmlerator,  Wilson  Ashby;  panel,  Mary 
M.  Beard,  Maiidie  C.'ook,  fUadys 
John.son,  and  Harold  Maguire. 

3:30-4:45— Sectional  Meetings. 

Boohkrepinff  and  Accounting:  chair¬ 
man,  Polly  Lou  Hicks,  Boyce,  Louis¬ 
iana;  a.ssi.stant,  Nellie  Ellison;  mo<l- 
erator,  John  Pendery;  panel,  J.  H, 
Simms,  Nancy  Nelson,  and  Roy  S. 
Stevens. 

Secretarial:  chairman,  W.  L.  Tuck¬ 
er,  Abingdon,  Virginia;  assistant, 
Kathryn  (’ooU*y;  mixlerator,  D.  D. 
Ia‘ssenl)erry;  panel,  Margaret  T,  Holli¬ 
day,  Ellen  Moore,  and  Ada  Bell  Hall. 

0:30-9:30— Annual  Banquet:  pre¬ 
siding,  V'ernon  A.  Mus.selman;  ad¬ 
dress,  Rolw'rt  Slaughter. 

10:(K)-I2:(K)-/n«ngura/  Ball 

Sati'hday,  Novemhkh  26 

9: 15-10:30— Discussion  Groups. 

New  Curriculum  Patterns:  chair¬ 
man,  C.  C.  Dawson;  consultant,  John 
Rowe;  panel,  Themlore  WiMulward, 
Gt'orge  WagoiuT,  and  Gladys 
Peck. 


^ 

A  NEW  ADDITION 
TO  YOUR  ADVANCED 
DICTATION  TAPE 
PROGRAM 

Group  B  of  the 
Shorthand  Speed 
Development  Group 

The  complete  advanced 
program 

SHORTHAND  SPEED  DEVELOPMENT  TAPES 

Reels  26—35  $62.50  net 

Ten  one-hour  tapes,  each  with  two  half- 
hour  selections  from  the  popular  teacher's 
source  book,  Previewed  Dictation,  by 
Zoubek.  Dictated  on  the  h4inute-Step 
Plan.  A  Study  Guide  is  available  providing 
previews  for  letters  used  in  this  series. 

SHORTHAND  SPEED  DEVELOPMENT  TAPES 

CROUP  B  Reels  B-l— B-5  $32  50  net 

Five  one-hour  tapes,  supplementinf; 
Reels  26-35.  Provides  one  additional 
hour  of  dictation  in  each  of  the  five 
speed  ranges.  Also  selected  from  Pre¬ 
viewed  Dictation  and  dictated  on  the 
Minute-Step  Plan. 

EXPERT  DICTATION  TAPES 

Reels  36-40  $35.00  net 

Track  One  of  each  of  the  five  reels  con¬ 
tinues  the  Minute-Step  Plan.  Track  Twe 
provides  sustained  dictation  in  the  fol¬ 
lowing  pattern*  Three  one-minute  takes, 
three  two- minute  takes,  three  three- 
minute  takes,  two  five-minute  takes. 
Material  taken  from  business  letters  and 
Congressional  Record. 

Gregg  Supplies  Department 

330  West  42nd  St.,  New  York  3« 

V _ ) 
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BUSINESS  EDUCATION  WORLD 


'  Hundreds  of  Changeable 

PRINT  STYLE  TYPES 


Produce  your  own  type  for  forms,  direct-moil 
literature,  catalogs,  booklets,  etc.',  in  a  variety 
of  attractive' type  styles,  all  by  your  office  typist. 

FOR  ANYi  PROCESS 


•  DIRECT-TO-PLATE 

•  PHOTO-OFFSET 

•  DRAFTING^  *  | 

•  STENCIL  i-  ,1 


Atidio-V istud  AuLs:  chairman,  Frank 
Herndon,  Mississippi  College  for  Wo¬ 
men;  consultant,  Eugenia  Mosely; 
panel,  Kathryn  C.  Cooley,  Basil  (). 
Sweat,  Bonnie  Nicholson,  Carol  Brant¬ 
ley,  and  Eileen  Howie. 

Special  Techniques  for  the  Slow 
Learner:  chairman,  Harry  Huffman, 
Virginia  Polytechnic  Institute;  con¬ 
sultant,  Myron  A.  Cunningham,  panel, 
Ray  C.  P'ields,  Genevieve  M.  Butcher, 
and  John  L.  Lambert. 

Guidance  and  Evaluation  Tech¬ 
niques:  chairman,  Harold  B.  (iilbreth, 
Rot'k  Hill,  South  Carolina;  ransultant, 
Frank  Dame;  panel,  Catherine  Moak 
Furr,  Bessie  fliers,  Lucy  Robinson, 
William  P.  Warren,  an<l  Maxie  Lee 
Work. 

The  In-Serviec  Teacher:  chairman, 
ArtJiur  L.  Walker,  Rieliniond,  Virgi¬ 
nia,  consultant,  \'ane<'  Littlejohn; 
panel,  Edna  Bailey,  Charles  E.  Davis, 
.uid  Walter  Williams. 

10;15- 1  I ; 45— Cw'neru/  Session:  pre¬ 
siding,  (dadys  Jolinson;  eonsultant,  F.. 
(L  M<<dll;  panel.  Frank  Dame,  'ITieo- 
flore  W’oodward,  and  Hollis  Guy; 
topic,  “UREA  Serves  the  Pr<tlessi«)u.” 

II  :45-12;tM)-/i».vin/’.v,s'  .Se.vvion:  pre¬ 
siding,  \'<*rnon  A.  Musselman. 

During  the  convention,  a  series  ol 
hi<‘akfasts  an<l  luncheons  will  lx*  held 
by  the  UREA,  FBLA,  Delta  Pi  Epsi¬ 
lon,  Kentucky  BEA,  and  the  (ieorge 
Pealnxly  (College  for  I  eaehers. 


Mathematical  types  for  formulae  and 
equations,  foreign  longuages,  special 
symbols  and  other  type  styles  used  in 
scientific  work  are  among  the  hundreds 
of  fonts.  Chonges  are  instant,  and  can 
be  made  in  the  middle  of  a  sentence. 
Vori-Typer's  universal  keyboard  per¬ 
mits  you  or  your  secretary  to  operate 
it  with  ease.  Coupon  will  bring  details. 


new  low 
\  factory 
)  prices 


•  Six  hundred  Future  Business 
lasidr-rs  of  America  fstatr-  delegates 
and  sehiMil  chapter  repiesraitatives ) 
met  ill  jiiiie  at  the  Morrison  Hotel  in 
(diieago  lor  the  fourth  annual  eon- 
vention  of  th<‘  national  org.mi/.ition. 
Speakers  on  the  program  ineluded 
Mayor  Richard  |.  Daley,  ot  (diieago, 
.md  Dwayne  Orton,  edit<»r  of  Think 
niaga/ine. 

Sharon  Holland,  Padm.ih.  Ken¬ 
tucky,  was  elected  president  of  FBLA 
for  1955-56.  Other  new  olfiei-rs  are; 
tri'asurer,  Jiidv  Holeomlx-,  ('.enoa, 
Ohio;  seer«-tary,  Dolores  Barrell,  Eu¬ 
gene,  Oregon;  vice-president  for  East¬ 
ern  Region,  joy  Morrison,  (irove  (;it\, 
Peimsylvani.i.  for  Southern  Region, 
L\nn*  Mahallev,  CJreenville,  South 
f'.iroliiia,  for  (Central  Region,  Kay 
Morris.  Terrae*-  P.irk,  Ohio,  for 
Mountain-Plains  Region,  |ames  F. 
Miiekenthaler,  St.  M;iry’s.  K.ins.is;  for 
Western  Region,  Phil  Hill,  Fullerton, 
<  '.ilifoniia 


Elsctric  Ol 
M«nu«l 
Modoil 
Availabla 


MULTI  PURPOSE  DESKS 
TYPEWRITER  DESKS 
BOOKKEEPING  DESKS 
ART  DESKS 

DESKS  TO  YOUR  ORDER 
POSTURE  CHAIRS 
CLASSROOM  CABINETS 


MHE  Bffgl  CORPORATION  ^ 

I  j  Kotlnai  A«t .  Cliic«(o  71.  Ml 

I  PltiM  tend  frtt  kooliltl  an  Mia  Conauarart  artf 
I  coaipitta  dtlaiK 
I  bimt 

I  Addrati _ 

I  Schaol 

V  City  _  Slate  _ 


Write  for  free  cataloq  ond  <  opy  of  In 
portont  summary — "The  Prof.er  Use  of  Typln 
Desks". 

DESKS  or  AMERICA.  INC. 

P.O.  Box  6185  BrHqeporf  6.  Coni 


•  The  \  irginia  Business  Education 
AssiM'iation  met  this  fall  in  Richmond 


HtALPH  C. 

COXHEAD  CORPORATION  ' 

1  720  Fr«lingKuy Av«.,  Nswork  5,  N.J.  I 

^  Pl0a%9  t*n<] 

1 

mm  Vorl-fypvr  Bookimt  M-34  * 

. 1 

1 ■ 

1 

1 
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ALLEN 


Bring  Teaching  Methods 
UP-TO-DATE  with  the 


tnjf 


AU.-STIIL 


^^tmonsiraiioft 

OaLL 


AOJUSTAILC  NfIGHT  TO  Iom:  II"  i  U" 

INSURES  NO  TIP-OVER!  Remember:  for 
the  repair  of  one  tip-over  you  poy  more  than 
for  many  demonttrofion  toble*. 

Enoblet  effective  teoching  by  audio-vnual 
toeboiquet  in  full  view  of  itudontt.  Recom¬ 
mended  by  leading  educators  for  use  in  typing 
clossrooms.  Now  stondord  equipment  in  most 
lorqe  kKooIs  throughout  United  States  and 
Conodo. 

National  rflitrlOwtor  ter 
SCNNIIDIR  ADJUSTAIU  TTPINO  DISK 
MTrlta  tor  intormation  abowt 
TNI  ALLIN  NO-SCRATCH  SOOKSTAND 
antf  OtAor  Tvplnf -Room  Iquipmewt. 

H.  M.  ALLEN  COMPANY 

Hartford,  Wisconsin 


lirrr'i  wliiit  Mr».  Krberre  \L'liilloi'k  of  Janim 
Wood  High  School  in  Winchraler,  Virginia 
aaya  aUiul  ihr  I.iImtIv  (Uipyholdrr;  "Afirr  rs- 
aniiiiing  llie  Couyholdpr  wr  have  decided  to 
iiurrhaae  them  for  ihe  achool  typing  rouniv. 
rleaae  ahip  65  (^pyholdera.  We  thall  vend 
check  on  receipt  of  this  order.  Thank  you." 

ORDER  NOW  by  Moll  If  not  ovoHabla  from 
your  local  slationar. 


BANKERS  BOX  COMPANY 

Meiari  el  liberly  facere  Stoteg*  fr»dintt 
790  I.  Deerbare  Stree*  a  Oilcafa  S.  HllneU 
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to  hear  Elvin  S.  Kyster,  head  of  the 
Business  Kdiieatioii  Departmt'itt  at 
Indiana  University,  Bloorniiif^on,  In¬ 
diana.  Kyster’s  topic  was  “Yotir  Ptib- 
lic  Helations  Hes|xmsihilities  in  Btisi- 
iiess  Education.” 

.\  Itinclu'on  iiicctiiiK  was  held  in 
htinor  of  Arthtir  L.  Walker,  .state 
sti|M-rvisor  of  htisint'ss  (‘diieation. 
Walker  has  held  the  |)ost  for  ten 
years. 

•  (>ainniu  Psi  (.'hapter  of  Pi  Omega 
Pi  has  lM‘(‘n  installed  at  Appalachian 
State  Teachers  (Jolh'ge,  BtMine,  North 
(.'arolina.  Audrey  I)efnps<*y,  na¬ 
tional  orguni/a-r  of  Pi  Omega  Pi,  was 
in  charge  of  the  installation.  Sponsor 
of  (>amniu  Psi  is  Bosc-<m*  J.  .Allen. 
James  T.  Thompson,  head  of  the 
htisini'ss  education  de|)artment  at  Ap- 
paluchian  State,  was  initiated  as  an 
honorary  member. 


SCHOOLS 


•  West  Tennessee  Business  (a)l- 
legi",  juekson,  Tennessee,  has  Im'I'ii 
.sold  hy  Mr.  and  Mrs.  Koiniis  W.  Mas¬ 
sey  to  Kendrick  Koger  and  (ionrid  L. 
Smith.  The  Masseys  had  owned  and 
o|M*rate«l  tin-  .school  with  success 
siiK-e  1934. 

The  school’s  name  will  b«-  changed 
to  W’est  Tennesser-  Business  (college, 
Ine.  Mrs.  Clonrid  Smith  will  assume 
adininistrutive  duties  at  the  school. 
OHic'i’rs  of  the  purchasing  corporation 
arc:  president,  Kendrick  Koger;  vice- 
president,  (ainrid  L.  Smith;  treasurer, 
(.'harh's  Lawson;  s<*cretary,  Jack  Man- 
hein,  Theaiffic'crs  and  Mrs.  Smith  form 
the  hoard  of  directors,  'riiere  will  Im¬ 
ho  change  in  the  fucidty  or  in  the 
operating  priK-ednre  of  the  school. 


•  Perry  Business  SchiMil,  ('oliim- 
Ims,  (hiirgia,  has  moved  to  a  new 
liM-ation  at  14(M)  Third  .\ venue.  An 
o|M‘n  house  was  held  in  August  at 
the  new  atldress. 


GENERAL  ' 

I  _ _ t 

•  \  ty|M;writei  that  tyjK-s  a  com¬ 
plete  word  with  one  tap  of  the  key 
has  Im-cii  patt-nteil  hy  International 
Busiii(‘ss  Machines  ( aiqMirution,  New 
York  (aty.  The  machine  works  like 
any  other  tyiM-wrifer  until  a  "word” 
|M-dal,  similar  to  a  “shilt”  key,  is  de¬ 


pressed.  Then  the  inachint*  will  tap 
out  the  proper  series  of  letters,  the 
<*xact  word  deiM-nding  on  which  ol 
the  letter  keys  is  struck.  Thus  the  () 
key  might  tyiM*  the  word  “order,” 
and  the  H  key  the  word  “received.’* 
The  viK-ahulary  can  1m-  suited  to  the 
business.  The  word-writing,  however, 
is  lifnit(‘d  to  42  words  or  phrases,  one 
for  each  standard  key. 

llie  muchiiM-  was  invented  hy  Rob¬ 
ert  R.  SetrlM-r,  Jr.,  a  .senior  staff  mem¬ 
ber  in  the  Department  of  Pure 
Science  at  IBM’s  Wat.soii  Laboratory 
at  Columbia  University.  IB.Vl  has  no 
present  plans  to  manufacture  the-  ma¬ 
chine. 

•  Te-achers  have  Im-i-ii  urged  to  tell 
their  community  alM)ut  .s<-hool  proh- 
It-ms  and  ne-eds.  .Addressing  l,(KMl 
administrators  and  te-achers  at  an 
Illinois  State  Normal  University  con- 
It-renee,  Irving  B.  Harris,  chairman 
of  the-  Board  e»l  Se  ie-nce  Re-search  As- 
seK-iate-s,  Chicago,  cite-d  stati.stic-s  that 
she)we-d  a  drop  e»f  45  |M-r  c-eiit  in  the- 
preiiMirtioii  of  the-  national  inceiine- 
iM-ing  s|M-nt  on  e-diication  tenlay  com- 
|)ar(-d  to  25  ye-ars  ago.  In  1954,  he- 
said,  B(),(MK)  traine-d  te-achers  quit— 
“more-  than  three-  times  the  nurnhe-r 
le-cmite-d  into  the  profe-ssiem  in  the- 
same  pe-ricMl.” 

Harris  st:ite‘d  that  the-  t-ommimity’s 
ignorance-  of  te-ae-hing  preiblems  is  the- 
renit  eif  the-  “unsatisfactory  status  of 
e-ducateirs  and  educational  hiielgets.” 

•  Be-tte-r  commuiiicatioiis  anel  cei- 
oiM-ratioii  iM-twe-e-n  husine-ss  and  e-du- 
catioii  was  outliiie-d  to  u  group  of 
heading  e-ducators  hy  John  L.  Memt/, 
preside-nt  of  the-  National  Camsume-r 
Finance  AsseM-iatiem.  Me-nt/  sjMike  tei 
e-tlucators  at  the-  Ce-nte-imial  Sympei- 
siiim  spemseire-el  hy  the-  ScImmiI  e)f  Pahi- 
catiem,  Michigan  State  C^olle-ge, 

He  said  it  would  iM-tter  se-rve  the- 
iutere-sts  e)f  c-ducatioii,  husine-ss,  anel 
the  nation,  if  stude-nls  we-re-  traine-d 
to  feel  “more  at  home  in  the-  husine-ss 
world  of  fre-e  e-nte-rprise-.”  He  also 
iirge-d  husine-ssme-n  to  cei-eijM-rate- 
“inore-  fully”  with  e-eliic-ation,  anel  to 
iiive-st  more-  time  and  inone-y  in  oiir 
e-dncational  syste-in. 

•  Accounting  majors  at  .\de-lplii 
Clolle-ge-,  Garde-n  Clity,  New  York, 
rankeel  fourth  in  a  nation-wide- 
achieve-ment  test  held  by  the  Ameri¬ 
can  Institute  of  Accountaeits.  Merlin 
■XljM-r,  BriMiklyn,  New  York,  sceire-el  99, 
first  anuing  the  Adelphi  group. 


BUSINESS  EDUCATION  WORLD 


FLASH  READING 

(Continued  from  ■^) 


Modern  Planning 


leaniecl  to  make  detailed'*  itineraries. 

I  learned,  too,  how  to  dec  ide  wliat 
mail  to  send  on  and  what  to  hold.  I 
learnc'd  to  make  copies  of  important'® 
lettcTs  that  were  In'inn  inailc‘d  to  him 
and  sometimes  sent  them  to  two  ad¬ 
dressees  just  in  case  the*  mail  didn’t 
get*®  through  as  fast  as  ex|M*cted. 

Even  when  he  was  in  the  <»fH<t‘,  my 
boss  made  me  answer  all  calls  and, 
w'hc*n  pcjssihle,*'  take  care  ol  thc'in 
for  him.  I  hated  him  for  that  at  first, 
iMH-ause  I  doublc‘ci  tn\  ability,  and  I 
was**  afraid  that  my  nc‘rvousness 
could  bc‘  detcec‘tc*d  at  tlic-  other  end 
ol  the  line.  Kiit  I  oveie.mie  my  ic‘ars 
and**  soon  learned  to  handle  the*  calls 
satisfactorily.  Then  I  reali/eci  how 
kind  he  had  bc‘c‘n  in  making  me*  take** 


Business  Training 


Reprints  Available 
a  24-page  booklet  containing  the 
best  of  the  series  that  appeared 
in  6EW  for  the  past  two  years. 
Here,  in  one  handy  reference 
manual,  you’ll  find  ideas  and  sug¬ 
gestions  for  solving  your  own 
equipment  and  layout  problems 
— ideas  that  have  worked  in 
other  schools  and  can  work  for 
you.  Single  copy  price:  50  cents. 


Other  reprints  available: 

"Tyecwritinf  Clatireom  Monof*- 
mant"  (February,  March.  April,  anrf 
May,  19551  and  “How  Old  Ar«  Your 
Typowritorat"  (Septamber,  1954),  by 
Alan  C.  Lloyd.  16  pagat.  frica;  35  cants 
a  copy. 


Like  600.000  others 

in  school  and  on  the  job,  she 
refers  to  this  handy  pocket- 
sized  book  many  times  every 
working  day.  .  .  . 


hand  i.s  really**  a  sc'conclary,  though 
imporiant,  factor. 

With  this  training  and  considerable* 
know’-heyw,  I  grc*w  on  the-'®  job.  I  was 
a  working  partne-r  on  the  tc‘am  whe-n 
he  was  thc*re,  and  I  was  able*  to  kc*c*p 
the  o|M‘ration  going**  smoothly,  with 
long  distance  supc‘r\ ision.  whc>n  he 
was  away.  I  iM'gan  to  reflc'ct  on  my 
new  importance*’'  and  gloried  in  the 
refic-ction.  After  all,  wc*  like  to  fc'cl 
im|>ortant.  .\nd  this  growing  impor¬ 
tance  makc‘s  me*  c*ver*®  more  ambi¬ 
tious  to  take  on  new  responsibilities 
and  grow  in  sec*rc*tarial  stature*.  (.598) 


“Gunural  Businust:  Student  Proiucts 
Hiat  Will  Intunsify  Luarnings,"  by 
AUn  C.  Lloyd;  March,  April,  |une,  and 
September,  1954.  8  pages  Frica:  25 
cents  a  copy. 

'The  Use  of  Dramatics  to  Rocruit 
More  Business  Moiers,"  by  Helen  H. 
Green;  January,  1953.  Frica:  10  cents  a 
copy. 

"Is  Teaching  a  PrefessionF"  by  |. 
Milnor  Dorey;  November,  1954.  Frica; 
10  cents  s  copy. 

"Mimeograph  Duplication — A  Scala 
for  Roting  Performance,"  by  Abrahan 
Kroll;  June,  1953.  Price:  10  cents  a  copy. 


list,  $1.16. 

What  a  difference 
student  has  one! 

REFERENCE  MANUAL  for 
STENOGRAPHERS  and  TYPISTS 


when  every 


Gavin  and  Hutchinson 

Teachers  find  that  the  Reference 
is  eioctly  the  professional -level  cl< 
aid  they  need  for  transcription,  typing, 


HT.STKHtrST  K»il  IHKII  ISV  TIIK  .SIT  OK  Al’fJCHT 
Jt  mu.  AA  AMK.MIt.n  BV  TIIK  AI  TM  OK  .StAHTIf 
3.  1033  AMI  JIT.Y  2.  I!H«  (TITI.K  3V  INITKI* 
HTATHS  l•or)K.  HHiTION  2331  HIIOVSINO  TUB 
OSS  SKIlHini*.  MA.N.SliKMKVr.  .SMi  CIKI  I  I.ATIO.N 
OK 


fectively  in  several  classes  ot  once  Tests  and 
review  exercises  ore  right  in  the  book  192 
pages  List,  $1.20. 

For  permanent  vocabulary  mastery  .  . . 
GREGG  SHORTHAND 
DICTIONARY  SIMPLIFIED 

Authoritative,  official!  Every  student  should 
hove  one  ...  in  class  .  .  ,  later,  on  the 
lOb  Contoins  in  print  and  shorthond  over 
}0,000  words  plus  seporote  sections  on  nomes 
nnd  obbreviotions  By  the  authors  of  the 
Simplified  System  Gregg,  Leslie,  ond  Zoubek. 
336  Poges  List,  $2  72. 

Have  you  explored  Its 
TiXTBOOK  UStS? 

STANDARD  HANDBOOK 
for  SECRETARIES 

TEXT  EDITION— Hutchinson 

This  "clossic"  desk  reference  will  be  used  by 
scores  of  students  Inter  throughout  their  busi¬ 
ness  careers.  You  can  start  them  r  Qht  in  the 
classroom  by  odopting  the  Handbook  to  these 
text  uses: 

1  A  short-course  text  and  reference 
2.  A  text  for  your  office-practice  and 
secretarial-training  courses 
3  A  text  for  basic  or  review  English 
626  Poges  List,  $3.2$. 

GdEGG  PUBLISHING  DIVISION 

McGraw-Hill  Book  Company,  Inc. 

New  York  36.  330  W.  42nd  $t 
Chicogo  30,  46S$  Chose  Ave.,  Lincolnwood 
Son  FroneiKO  4,  68  Post  St. 

Dollos  2,  501  Elm  St. 


Id  HI\KJ«H  K.IMTATIIIN  UIIHI.Ii  |lllllll•llHl  in.vilhly, 
piippl  July  ami  Auruil,  at  nilU'lrlpftU,  IVniigylYafiU. 

ftif  1 


1  Tlip  and  adflrpMet  nf  IIm*  puhllBitrr  ptlMnr 

maiiaalitc  pilltirp.  and  ffiidlrkrue  mariaRpr  arr  l*iitfliaher 
IVfifapavk  lllli  lifNik  f'fimi»Bny  Iik  !ir(0  WpbI  42fMt  Kfrrrf 
N>vh  YifTk  N  Y  .  nuuir  JaincR  Hflrt-r,  .'i.'iO  Wret 
42n<l  Hfrrpi  N>w  Vifrk  ’16,  N  \  ,  M«fiaflriir  nlliirf 
(n'Rift);  Ibitln^g*  manairr  K  Walipr  S'^lwardi,  X'lO  Wr>t 
42nd  Ni*w  Y'irk  16,  N  1 


Reprint  Department 

Business  Education  World 
330  Watt  42  Street 
New  York  36,  Now  York 

I  am  enclosing  $  in  (cash, 

check,  money  order)  for  which  please 
send  me  the  following  reprints: 

No.  ot  Copies  Noma  ot  Raprtnt 


3  The  fnsriPP  U' 

\f'4ara*r  Hill  lifMik  rniii|iiiri> .  ftir  1:16  West  42fid 
Ktreet  Na-W  York  36  N  Y  Hole  Hkp kh.i|<lrr  MtVlraw 
Mill  l*uhllshlnc  rompany,  Ifm  330  West  42fid  Htreet 
.N'eu-  Y»»rk  36  N  Y  ;  HtrrklMHderR  hfil'llny  1  Iter  *  enl  »»f 
ffittre  *4  itfpk  rttmald  C.  MiHra$»  and  >4|llard  T 
Triisteeg  for  llarr>l<l  \V  MtVJfa**  InaiaM  i 
Mffaravi  Bn<l  Klt7af*«>t}i  M  HftdtFfus.  all  t4  ;rfif  W>*l 
4;nd  Hireei.  New  York  36  S  V  :  lniii«bl  f  MiUraw  and 
llsrttbl  W  Mitiraw,  Truilres  f»»r  <  ailierlne  M  lUirk 
310  West  42nd  HIreet.  New  York  36  N  Y  lionaM  < 
M  <araw  mo  Wesl  42nd  Htreet,  New  Vfifk  36,  N  Y  * 
Mlldre.l  W  .^Miraw,  kfatlUrtn  New  Jersey,  tirare  W 
Mehren.  536  .trenat  Hfreet  f^aJtdla  fallfornla;  TmikIi 
slttfie  A  fonifunir.  e/o  Welllnftfai  Fund  ,  t^aytri'dit 
l»c*,»Mare 


3  Hie  krifiwn  Ittantllwrlderfi  morlirar««*«  arel  rd 
•eiurtly  iMihterf  ftwninff  f»r  hfrldlny  1  per  cent  or  rnffr* 
(trtal  aniftufit  of  iMwitls,  niftrtfaa*-  nr  fdher  steurlfle*  i 


4  Paratrraphi  2  and  3  Inrlu'W  In  taats  where  the 
stfM  ktmlder  <»f  sesiirltjr  hrtlder  apftegrs  U|H»n  ttie  trrtf  ks 
•if  (he  nmipariy  at  trustee  nr  In  any  other  hituflary 
relaihin,  the  name  *4  ttie  tier»*»n  or  efir|N»fat|frfi  fitr  whom 
siffli  trustee  li  aitirkc;  alao  the  Rlatemenlt  In  the  two 
parairraiths  shirw  the  affiant's  full  konwledye  •rt'l  hellef 
ot  tf»  the  •  In umstarir-efl  and  enndlllons  umler  whhh  ihek 
tioider-  and  <e«  urlty  liolders  wti«>  do  red  ar»|>^ar  upfifi 
life  tfoidis  of  the  fttfnftany  si  (rusteef  hoM  gloik  at>d 
•eiurttlro  In  a  fapafily  other  than  ttiat  <if  a  tiona  fl>h 


Name 


School 


NMiUAW  HII,I,  HOOK  IO\ll*SN¥  IN*' 
J  A  ••^¥'11.  Trmiir-r 


Address 


Hmttrit  to  and  •ijhs<rtl>e<l  hefftre  me  this  15th  day  of 
Hepiemttef  JJI55  (Heal  .  Fisa  H  Vlaslln.  (F'/mm nlw 
eiplrei  Mar'‘ti  30.  ISfVl.) 
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NEW  BUSINESS  EQUIPMENT 


Sturdy  Chair  U  Adiustobl* 

A  new  type  of  posture  chair  for 
hiisiness-traininK  classrooms  has  been 
announced  hy  Desks  of  America,  Inc., 
Bridgeport  6,  (Jonnecticut,  The  chair 
is  reporterlly  tamper-prwf.  Its  inde- 
structahle  base  is  welded  into  one 
sturdy  piece.  A  total  of  four  adjust¬ 


ments  on  the  back  and  the  seat  serve 
to  accommodate  students  of  different 
statiure.  The  chairs  are  available  in  a 
wide  selection  of  upholstery  colors.  A 
tree  catalogue  will  be  mailed  on  re¬ 
quest. 

Tap*  Recorder  Has  Many  Uses 

The  K35-B  “Citation"  tape  recorder 
is  adaptable  to  a  variety  of  instruc¬ 
tion  requirements.  Made  by  Magne- 
cord,  it  comes  c'ompicte  with  acousti¬ 
cal-paneled  booth,  sensitive  ceramic 
microphone,  and  earphones. 

The  F35-B  is  a  two  speed,  full-fre¬ 
quency-range  recorder.  At  7V4  inches 
a  .second,  lrtH|uency  response  is  from 
50  to  over  10,000  cycles;  at  3% 
inches  it  ranges  fronj  50  to  over  5,000 
cycles.  The  VU  iiM*ter  indicates  proper 
volume  setting  and  eliminates  distor¬ 
tion.  A  full  ten-watt  amplifier-speaker 
system  may  also  be  u.sed  as  a  public- 
address  system.  For  more  details,  write 
to  the  Advertising  Department,  Mag- 
necord,  Inc.,  1101  South  KillMnim 
Avenue,  Chicago  24,  Illinois. 

Carbon  Banishes  Smudge 

A  new  duplicating  carbon,  wliich 
six  months  of  field  testing  has  shown 
to  be  one  of  the  cleanest  carbons  yet 
developed,  is  available  to  users  of 
Direct  Process  (spirit)  duplicating 
equipment.  Called  Royalty  Hi-Closs, 
the  carbon  is  protecttnl  by  a  special 


glossy  coating  that  seals  in  the  carbon 
dye,  making  it  almost  impossible  to 
smudg(‘  or  stain  paper,  clothes,  or 
hands. 

Royalty  lli-(doss  is  available  as 
separate  carlron  sheets,  or  in  Master- 
sets.  Samples  are  supplied  at  no 
charge  by  Ditto,  Incorporated,  2243 
West  Harrison  Street,  C;hicago  12, 
Illinois. 

Portable  Collator  Introduced 

A  pf)rtable  table-top  crillator,  which 
incor|x>rates  many  of  th<*  operational 
and  design  improvements  developc-d 
for  larg(*r  floor  inixlels,  has  Ix-en  added 
to  the  new  line  (»f  Thomas  Ca)llator.s. 
llic  unit  was  sixtcifically  designed  to 
meet  the  needs  of  the  smaller  office. 


where  the  volume  of  collating  does 
not  warrant  investment  in  a  heavier- 
diity  ffoor  model. 

The  unit,  which  accommodates 
eiglit  sheets  and  re«piires  only  16  by 
29  inches  of  desk  space,  reportedly 
enables  one  operator  to  assemble 
duplicated  shc‘ets  into  sets  about  twice 
as  fast  as  by  old-fashioned  hand  as- 
■sembly  methcKls.  Write  to  Thomas 
Collators,  Inc.,  Department  M,  50 
Church  Street,  New  York  7,  New  York. 

Don't  Even  Touch  the  Machine 

Push-button  microphone  control  is 
featured  in  the  \'oice-Master  Chal¬ 
lenger,  a  10-pound  portable  disc  dic- 
tating-transcribing  machine.  Finger-tip 
touch  enables  one  to  dictate,  listen 
back,  and  review  instantly— all  by  re¬ 
mote  control.  With  the  need  of  touch¬ 
ing  the  machine  ehminated,  the  Chal¬ 
lenger,  measiu-ing  only  10  by  11  by 
3V4  inches,  can  be  hidden  in  a  desk 
drawer  or  set  up  in  an  adjoining  room. 

For  fast  and  comfortable  transcrip¬ 
tion,  the  machine  has  a  choice  of  four 
different  headsets  or  loudspeaker. 
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Through  tip-toe  foot  control,  the  tran¬ 


scriber  stops  and  starts  the  disc  at  any 
desired  word  or  phrase. 

The  Challenger  ranges  in  price  from 
$165  to  $325.  For  additional  informa¬ 


tion,  write  to  Magnetic  Recording  In¬ 
dustrie's,  11  East  16th  Street,  New 
York  3,  New  Y’ork. 

New  Products  at  a  Glance 

•  All-steel  Shelv-lt-All  shelf  units 
are  made  by  S.  A.  Hirsh  Manufactur¬ 
ing  C^ompany,  8051  Central  Park 
.\vc‘nue,  Skokie,  Illinois.  The  units,  1 
by  3  by  6  feet,  cost  $9.95  each. 

•  Two  new  typewriters  from 
Underwood  Corporation,  One  Park 
Avenue,  New  Y’ork  City,  have  im¬ 
proved  carriage  rails.  The  Deluxe 
Quiet-Tab  comes  in  suntan  and  cop¬ 
per,  the  Universal  Quiet-Tab  in  blue 
and  gray. 

•  Aetna  Products  Company,  Hicks- 
ville.  New  York,  makes  "Del-e-tape 
Deleter”  and  an  eradicable  ribbon  to 
help  solve  your  erasing  problems. 
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BUSINESS  EDUCATION  WORLD 


8  Reasons  why  the  trend  is 
to  Royal  electric 


Touch,  S)  r< '.jKiiisivt  till'  pupil’s  linurrs 
Mini  to  lloat  aliovr  till-  ki  ys.  Ni  easy  to  liarn 
oil  uitli  Royal’s  jiositivi-  I  oikIi  C  oiitrol. " 

Going;  forward?  riir  Automatu  iion- 
/.oiital  Spaii  r  (Im-s  thr  trick  with  a  touch  ol  the 
pupil’s  riiiht  little  linger.  Note!  This  key  is 
iiidetH  iuli  nt  of  the  rejtular  keys. 


Backing;  up?  I  he  Automatic  Rack 

''pacei  IS  a  1)0011  to  priKluctioii  work.  |ust  .1 
tout  h  ol  the  rii’ht  little  linger  (Iim  s  it.  Ami  it’s 
alv)  imle|H  iideiit  ol  the  regular  keys' 

Service?  Whet.  •ver  you  are  you  ^tei  it  l.isi 
( )ver  ‘ilKt  M-rvice  centers  .assure  prompt,  elli- 
I  lent  M-rviie  for  your  Royal  electrics, 


Going;  up?  The  Automatic  \ertical 
'^jjacer  makes  msirtion  of  pajK-r  or  spacing  the 
simiilest  oiM-ratioii  m  the  world.  Indeis  ndent  of 
re^;ular  keys,  too! 


Appearance.  Ih.-  new  Royal  lylectnc  m 
a  Is  auty  you’ll  lx-  proud  to  have  in  the  i iass- 
nxirn.  Its  liriish  is  smooth.  You  can  wijx-  ■j;rime 
oil  with  a  ra|{! 


Underscoring;?  shift  to  caps,  tomh 
l.ine-t  )-Manu  and  tin  tirevime  job  dm  s  itsi-ll. 
Makes  a  m  ries  of  hyphens,  tmi.  on  lower  caM- 
It’s  indejH  ndent  of  the  rej^ular  keys' 


Teaching;  Aids.  Royal  has  the  newest 

arirl  Ixst.  hor  you  ■■|■.leclrlc  I  ypiiiK  lot  the 
(.  lassroom  Teacher."  l•’or  pupils  "  I  he  Key  to 
Relaxed  Typing."  I  hey’re  liee.  W  rite  for  them. 


electrics  linrliihlf  •  ttliinildril  • 


Itiivsl  '1  v|)*‘Vrriler  I  ornpiinv,  iitiofi  »//  Mt  fin  I  '1 


huHItlVHH  HUppIll'H 
r  fHtrtttutn 


J 


SUNOCO 


Q^Stlcnal  Accounting  Machines  save  us  $75,000  a  year 
return  100%  of  investment  annually.” 

—  SUN  OIL  COMPANY, 


Pioneering  in  petrofeum  progress  for  70  yeorj' 


tictail  lor  c;tch  ot  our  17,000  employees. 
Also  important  to  us  is  the  tact  that  it 
requires  no  miildle-man’  accounting  lor 
various  ileiluctions,  statements  lor  tax  re¬ 
ports,  savings  bond  detail  and  control,  stock 
purch.ise  records  and  insur.mce  controls. 

“l*etsonnel  taken  Irorn  our  own  r;mks  is 
easily  trained  to  produce  prompt,  accurate 
accounting  records  w  Inch  peimit  us  to  main¬ 
tain  an  ellicient  operation  at  all  times.” 


‘*N,itional  Accounting  Machines  save  us 
S75,()00  a  year,  ('onsidering  our  total  in¬ 
vestment  ol  $75,O.S(t,  we  etqoy  an  annual 
return  in  savings  ol  IDD'r  . 

“Our  accounting  is  highly  centrali/ed. 
l  or  example,  while  our  operations  cttver 
both  the  United  States  and  Canada,  the 
control  ol  our  payrt>ll  is  centered  in  Phil¬ 
adelphia.  I  his  one  ollice  i>rgani/es  all  the 
varving,  widespread  pavroll  miormation. 

“\N'e  particularly  like  the  original-print 
earnings  record  which  provides  an.il>/ed 


In  \oiir  hiiMtifw,  Ido,  Xationnl  nia- 
(  hiiii’s  will  jun  for  lhfni\il\v\  with 
till'  iiioni’V  tliry  sum-,  llii'ii  (oiiliiiiii’ 
uiviiiiis  ii\  iiiiiiiiiil  [irolil.  Your  iiriir- 
hy  Siitioiiiil  iiiiiii  II  ill  nhiilly  \liow 
how  unit  li  \oii  inn  uivc  iinil  why 
\oiii  opi'nilors  will  hr  /(p/i/i/er.  iSrr 
yrilow  I'linrs  of  your  phone  hook,  or 
wriW  to  u.y  ut  Ihiylon  V,  Ohio.) 


-  - 

Cuinpiruller 


THE  NATIONAL  CASH  REGISTER  COMPANY,  dayton  9. 

977  OFFICES  IN  94  COUNTHIES 


